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The Child and Adult Care Food Program, under direction of the Division of Child Nutrition 
Services, is open to all eligible children regardless of race, color, national origin, sex, age, or 
disability. If you believe you have been treated unfairly in receiving food services for any of 
these reasons, write immediately to the Secretary of Agriculture, Washington, DC 20250 or 
contact the Ohio Department of Education. 



The Ohio Department of Education is an equal opportunity employer and service provider. 
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Chapter 1 Section A 



Child and Adult Care Food Program 
About this manual 



The Ohio Department of Education, Division of Child Nutrition Services, Child and Adult 
Care Food Program developed this manual to help guide sponsors in the day-to-day 
operation of the program. Sponsors are urged to read all of the material carefully and 
use the manual to answer basic program questions. 



This first chapter contains definitions of terms used throughout the manual and a 
complete version of the federal regulations for the Child and Adult Care Food Program. 



Each subsequent chapter is divided into the following sections: 

Section A. Federal regulations that apply to that chapter. The regulations have 
been separated in this manner to help sponsors see the basis for required program 
operations. Sponsors will note that for some chapters little direction is given by 
federal regulations and states and sponsors are left to develop their own standards. 



Sponsors should be aware that other federal regulations and instructions further 
define requirements for program operation. Those instructions are noted in section 
A of each applicable chapter. Contact the state agency for resources cited but not 
included in the manual. 

Section B and after. Ohio Department of Education Policies and Guidance for 
further clarification and direction. The information in these sections is 
considered poiicy. 



Appendices 1 through 11 contain guidance information and edited copies of 
related program forms contributed by Ohio family day care home sponsors. 

To assist the user, the manual begins with general tables of contents for all 
chapters, all charts, and the appendices, and ends with an extensive index. In 
addition, each chapter begins with a detailed table of contents. 

All materials in this manual can be copied to suit your needs. Please give credit to the 
organization that developed a document by citing their name on the reproduction 
or adaptation. 
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~ Chapter 1 Section B ~ 

Child and Adult Care Food Program 
Definitions 



“AFDC Assistance Unit” means any 
individual or group of individuals which is 
currently certified to receive assistance 
under the Aid to Families with Dependent 
Children Program in a state where the 
standard of eligibility for AFDC benefits 
does not exceed the income eligibility 
guidelines for free meals under this part. 



“Administrative costs” means costs 
incurred by an institution related to 
planning, organizing, and managing a 
food service under the program, and 
allowed by the state agency financial 
management instruction. 



"Administrative review" means a review 
of all program operations and information 
needed to support a sponsor's claim for 
reimbursement. This review may be 
unannounced. Administrative review 
findings, requiring sponsor repayment of 
overclaims or misclaims, are limited to the 
month being reviewed. 

“Advanced payments” (for 
administrative costs) means financial 
assistance made available to an 
institution for its program costs prior to the 
month in which such costs will be 
incurred. 



“Assurance” is a clause in the federal- 
state agreement (form FNS-74, Federal- 
State National School Lunch Act and 
Child Nutrition Act Agreement) and 
administering agency-institution 
agreement which legally commits the 
state agency and institution to administer 
the CACFP in accordance with the Civil 
Rights Act of 1964 and this Instruction 
(FNS Instmction 113-4). 

“Beneficiaries” those children (and 
I adults) to whom meals are served under 
the CACFP. 

“Bilingual capability” means 
appropriate bilingual personnel and,/Qr 
materials are available as needed to 
limited or non-English communicating 
persons that will ensure equal opportunity 
for participation in the program by 
elimin&iing any information or 
communication barriers. 

“CACFP child care standards” refers to 
the standards developed by the U.S. 
Department of Agriculture for alternate 
approval of day care providers and 
homes by the state agency under the 
provisions of 226.6{d)(2-4). 
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“Child cam facility” means a licensed or 
approved child care center, day care 
home, or outside-school hours care 
center under the auspices of a sponsoring 
organization. 

“Children” means (a) persons 12 years 
of age and under, (b) children of migrant 
workers 15 years of age and under, and 
(c) mentally or physically handicapped 
persons, as defined by the state, enrolled 
in an institution or a child care facility 
serving a majority of persons 18 years of 
age and under. 

“Civil Rights Act and Regulations” Title 
VI of the Civil Rights Act of 1964; 

Executive Order 1 1 764, 3A CFR 1 24 
(1974 Compilation); USDA Regulation 
implementing Title VI of the Civil Rights 
Act of 1 964 as amended on January 30, 
1975, 7 CFh 15 Subpart A and Subpart 
C; Attorney General’s Guidelines for the 
Enforcement of Title VI, Civil Rights Act of 
1964, 28 CFR 50.3; Coordination of 
Enforcement of Nondiscrimination in 
Federally Assisted Programs under Title 
VI of the Civil Rights Act of 1964, 28 CFR 
42.401 to 42.415; Title 9 of USDA 
Administrative Regulations; USDA 
Regulations implementing Title IX of the 
Education Amendment of 1972, 7 CFR 
15a; Section 504 of the Rehabilitation Act 
of 1973 (Public Uw 93-112); and Age 
Discrimination Act of 1975 (Public Law 
94-135). 

“Compliance review” is a review of the 
state agency, institution, or facility’s 
operation of the CACFP to ensure 
compliance with Title VI of the Civil Rights 
Act of 1964 and regulations. 



“Complaint” means a verbal or written 
statement alleging discrimination in 
treatment or services to persons or 
groups of persons because of their race, 
color, national origin, sex, age, or 
handicap. 

“Corrective action” is action required of 
a sponsor to correct findings discovered 
in a federal, regional office, or state 
agency review of program operations. 

“Current Income” means income 
received during the month prior to 
application for free or reduced price meals 
and multiplied by 12. If such income does 
not accurately reflect tho household’s 
annual income, income shall be based on 
the projected annual household income. 

If the prior year’s income provides an 
accurate reflection of the household’s 
current annual income, the prior year may 
be used as a base for the projected 
income. 

“Day care home” means a provider's 
residence that is used for an organized 
nonresidential child care program. The 
residence must be licensed or approved 
as a family or group day care home under 
the auspices of a sponsoring 
organization. 

“Demand letter” is the official notification 
to a provider demanding payment for 
provider overclaims. It specifies the basis 
for the overpayment, the amount owed, 
and the date by which the payment is to 
be returned to the sponsor. If the letter is 
not delivered in person, it should be sent 
by return receipt requested. 
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“Department” means the U.S. 

Department of Agriculture. 

“Discrimination” means any distinction 
of one person or a group of persons from 
others, either intentionaiiy, by negiect, or 
by the effect of actions or lack of actions 
based on race, color, national origin, sex, 
age, or handicap. 

“Documentation” means the compietion 
of the foilowing information on a free and 
reduced price application: (a) names of ali 
household members; (b) social security 
number of an adult household member or 
an indication that the adult household 
member does not possess one; (c) 
household income received by each 
household member, identified by source 
of income (such as earnings, wages, 
welfare, pensions, support payments, 
unemployment compensation, and social 
security), and total household income; 
and (d) the signature of an adult member 
of the household. Alternatively, 
“documentation” for a child who is a 
member of a food stamp household or an 
AFDC assistance unit means completion 
of only the following information on a free 
and reduced price application: the 
name(s) and appropriate food stamp or 
AFDC case number(s) for the child(ren); 
and the signature of an adult member of 
the household. 

“Enrolled child” means a child whose 
parent or guardian has submitted to an 
institution a signed document which 
indicates that the child is enrolled for child 
care. 



Exit report” means the written report 
given to the sponsor by a state, regional, 
or federal agency after completing a 
review or visit. The report details findings 
and corrective action required of the 
sponsor and advises the sponsor of the 
right to appeal adverse decisions. The 
response to the exit report is due from the 
sponsor within 30 days after receipt. Late 
response may result in payment being 
withheld for claims. 

“Expansion grant payments” means 
financial assistance made available to a 
sponsoring organization for administrative 
expenses associated with expanding 
program operations in low income and 
rural areas. The sponsor must be 
ineligible to apply for start-up payments 
either through prior use or program size in 
excess of 50 homes. 

“FNS” is the Food and Nutrition Service 
of the U.S. Department of Agriculture. 

“FNSRO” is the appropriate FNS 
Regional Office of the Food and Nutrition 
Service. This office is located in Chicago 
for Ohio. 

“Family” means, in the case of children, 
a group of related or nonrelated 
individuals, who are not residents of an 
institution or boarding house, but who are 
living as one economic unit. 



Ohio Department of Education Family Day Care Sponsor's Manual 



o 

ERIC 



Chapter Topic: 


Introduction 




Chapter: 


1 


Section Topic: 


Definitions 




Section: 


B 


Data Issued: 


August 1993 


Date revised: 


Page: 


1.5 






“Finding” is documentation of 
noncompliance with federal regulations or 
state policies. Noncompliance may result 
from a specific action taken by a sponsor 
or from lack of action on the sponsor’s 
part. Findings are identified as part of the 
written exit report given to a sponsor by 
the reviewing agency. 

“Fiscal year” means a period of 12 
calendar months beginning October 1 of 
any year and ending with September 30 
of the following year. 

“Food stamp household” means any 
individual or group of individuals currently 
certified to receive assistance as a 
household under the Food Stamp 
Program. 

“Free meal” means a meal served under 
the program to (a) a participant from a 
family which meets the income standards 
for free school meals, or to (b) a child who 
is automatically eligible for free meals by 
virtue of Food Stamp or AFDC reapiency 
... Regardless of whether the participant 
qualified for free meals by virtue of (a), or 
(b) ... neither the participant nor any 
member of their family shall be required to 
pay or to work in the food service program 
in order to receive a free meal. 

“Grassroot organization” is any 

organization at the local level which 
interacts directly with potential participants 
or beneficiaries such as a community 
action program, civic organization, 
migrant group, church, neighborhood 
council, local chapter of NAACP, or other 
similar group. 



“Group size” is the number of children 
allowed in care by Ohio Day Care 
Licensing Law. Regulated and 
unregulated family day care homes may 
care for no more than six children at one 
time. In the group of six, no more than 
three children may be under two years of 
age. 

The provider’s own or related children do 
not count in the number of six children if 
they are at least six years old. All other 
nonrelated children count in the group 
size until the 15th birthday. If the number 
of children allowed in care is violated (for 
regulated as well as unregulated homes), 
the home becomes an illegal day care 
operation and subject to review by ODHS 
district licensing offices. 

“Household” means “family” as 
previously defined. 

“Income standards” means the family- 
size and income standards prescribed 
annually by the Secretary of Agriculture 
for determining eligibility for free and 
reduced price meals under the National 
School Lunch Program and the School 
Breakfast Program. 

“Income to the program” means any 
funds used in an institution’s food service 
program, including, but not limited to all 
monies, other than program payments, 
received from other federal, state, 
intermediate, or local government 
sources; participant’s payments for meals 
and food service fees; income from any 
food sales to adults; and other income, 
including cash donations or grants from 
organizations or individuals. 
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“Institution” means the sponsoring 
organization which enters into an 
agreement with the state agency to 
assure final administrative and financial 
responsibility for program operations. 

“Meal attendance record (MAR)” is the 

daily record kept by each provider of the 
specific meal(s) served to each enrolled 
and eligible child. The MAR must be 
completed daily, cannot be completed 
prior to meal service, and must be 
submitted to the sponsor at least once 
each month. 

“Meals” means food served to enrolled 
participants at day care homes which 
meet the nutritional requirements of the 
program. 

“Minority” means a person or group of 
persons belonging to the protected 
classes covered by Title VI of the Civil 
Rights Act of 1964 and later specified by 
the Office of Management and Budget as: 

(1 ) American Indian or Alaskan Native, 

(2) Asian or Pacific Islander, (3) Black 
(not of Hispanic origin), and (4) Hispanic. 

“Noncompliance” means a finding that 
any requirement of the Civil Rights laws 
and regulations and/or FNS Instruction 
113-4 have not been satisfied. 

“Nonpricing program” means an 
institution in which there is no separate 
identifiable charge made for meals 
served to participants. 



“Nonprofit food service” means that all 
food service operations are conducted by 
the institution prindpally for the benefit of 
enrollees and that all program 
reimbursement funds are used solely for 
the operations or improvement of the food 
service. 

“Nonresidential” means that the same 
children are not maintained in care for 
more than 24 hours on a regular basis. 

“Operating costs” (food reimbursement 
payments to providers) are expenses 
allowed by the state agency financial 
management instruction and incurred by 
sponsors for service of meals to eligible 
children enrolled in family day care 
homes. 

"Personal property" means property of 
any kind except real property. It may be 
tangible - having physical existence - or 
intangible - having no physical existence 
such as patents, inventions, and 
copyrights. 

“Potential beneficiaries” means those 
persons who are conceivably eligible to 
receive meals under the CACFP. 

“Preaward compliance review” means 
a desk review of the proposed operations 
of a program applicant prior to application 
approval. 

“Program payments” means financial 
assistance in the form of start-up 
payments, advance payments, or 
reimbursement paid or payable to 
institutions for operating costs and 
administrative costs. 



Ohio Department of Education Family Day Care Sponsor's Manual 



Chaptar Topic: 


Introduction 




Chapter: 


1 




Section Topic: 


Dafinitions 




Section: 


B 




Data laauad: 


August 1993 


Data ravlaad: 




Page: 


1.7 





K 






“Publicly funded child day care” 

means publicly reimbursed care for 
infants, toddlers, preschool, and 
schoolage children during any part of a 
24-hour day by persons other than the 
child’s parent, caretaker, or guardian. 

The care is paid wholly or in part with 
federal or state funds distributed by the 
Ohio Department of Human Services. 

“Racial/ethnic beneficiary data” means 
data collected at child day care facilities, 
using the racial/ethnic categories as 
defined in FNS Instruction 113-4, and 
based on visual counts taken during the 
meal service or information supplied by 
the parents/guardians of beneficiaries. 

“Racial/ethnic categories” The 

designation of beneficiaries/potential 
beneficiaries by race, color, or national 
origin for the collection of racial/ethnic 
data as foi'ows: 

American Indian or Alaskan Native 

A person having origins in any of the 
original peoples of North America, and 
who maintains cultural identification 
through tribal affiliation or community 
recognition (includes Aleuts and 
Eskimos). 

Asian or Pacific Islander A person 
having origins of any of the original 
peoples of the Far East, Southeast 
Asia, the Indian Subcontinent, or the 
Pacific Islands. This area includes, for 
example, China, Japan, Korea, the 
Phillippine Islands, and Samoa. 

Black (not of Hispanic origin) A 
person having origins in the black 
racial groups of Africa. 



Hispanic A person of Mexican, 

Puerto Rican, Cuban, Central or 
South American, or other Spanish 
culture or origin, regardless of race. 
White (not of Hispanic origin) A 
person having origins in any of the 
original peoples of Europe, North 
Africa, or the Middle East. 

“Reduced price meal” means a meal 
served under the program to a participant 
from a family which meets the income 
standards for reduced price school meals. 

“Reimbursement” means federal 
financial assistance paid or payable to 
institutions for program costs within the 
rates assigned by the state agency. 

“Relative by blood, marriage or 
adoption” by Ohio Department of Human 
Services rules, means any of the 
following: 

For certified and alternately 
approved providers 

Fathers, mothers, grandfathers, 
grandmothers, brothers, sisters, 
stepfathers, stepmothers, 
stepbrothers, stepsisters, uncles, 
aunts, nephews, nieces, half brothers, 
halfsisters, first cousins, or any of the 
preceding generations denoted by 
grand, great, or great-great. 

For providers with limited or 
provisional certification 
Fathers, mothers, grandfathers, 
grandmothers, brothers, sisters, 
nephews, and nieces. 
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“Serious deficiency” means a sponsor 
is noncompliant with several federal 
regulations or state policies. These 
findings are documented in the exit report 
to the sponsor after a review and, if they 
continue uncorrected, are grounds for 
termination from the program. Some 
examples of serious deficiencies include: 
submitting false information to the state 
agency, failing to send payment to homes 
within the required five working days, 
failing to return unused start-up 
payments, failing to return advance 
administrative payments in excess of 
actual costs. 

“Sponsoring organization” means a 
public or nonprofit private organization 
which is entirely responsible for the 
administration of the CACFP in one or 
more day care homes. 

“State agency” means the Ohio 
Department of Education (ODE), Division 
of School Food Service, Child and Adult 
Care Food Program. 

“Start-up payments” means financial 
assistance made available to a 
sponsoring organization for its 
administrative expenses associated with 



developing or expanding a food service 
program in day care homes and initiating 
successful program operation. Sponsors 
with 50 or more homes are ineligible. 
Sponsors may apply for a start-up 
payment one time. 

“Verification” means a review of the 
information reported by institutions to the 
state agency regarding the eligibility of 
participants for free or reduced price 
meals. 

"Verification review" means a review of 
all program operations and information 
needed to support a sponsor's claim for 
reimbursement. The verification review 
must be announced in advance. 
Verification review findings requiring 
sponsor repayment of overclaims or 
misclaims include the month being 
reviewed and all months in error back to 
the beginning of the fiscal year. Findings 
cannot cross fiscal years. 

“Waiver and suspension” are the 
actions taken by an authorized state 
agency official within the restrictions of 
this guidance to suspend or waive a 
portion or all of an overpayment owed by 
the sponsor to the state agency on behalf 
of a provider. 
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Chapter 2 Section A~ 

Federal Regulations 

Child and Adult Care Food Program overview 



§226.15 institution provisions. 



(a) Tax-exempt status. 
Except for proprietary Title 
XIX and Title XX centers, 
and sponsoring 
organizations of such 
centers, institutions shall 
be public, or have tax- 
exempt status under the 
Internal Revenue Code of 
1 954, or be moving toward 
compliance with the 
requirements for tax- 
exempt status, or be 
currently operating 
another Federal program 
requiring nonprofit status. 
An institution which has 



applied to IRS for tax- 
exempt status may 
participate in the Program 
while its application is 
pending review by IRS. It 
shall, however, be the 
responsibility of the 
institution to document 
that it has complied with all 
requirements of IRS and 
has provided all 
information requested. If 
IRS denies the application 
for tax-exempt status, the 
institution shall 
immediately notify the 
State agency of such 



denial. The State agency 
shall then terminate the 
participation of the 
institution. If IRS 
certification of tax-exempt 
status has not been 
received within 12 months 
of filing the application with 
IRS, and IRS indicates 
that the institution has 
failed to provide all 
required information, the 
State agency shall 
terminate the participation 
of the institution until such 
time as IRS tax-exempt 
status is obtained. 
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§226.16 Sponsoring organization provisions. 



(a) Each sponsoring 
organization shall comply 
with all provisions of 
§226.15. 

(b) Each sponsoring 
organization shall submit 
to the State agency all 
information required for its 



approval and the approval 
of all child care and adult 
day care facilities under its 
jurisdiction, including: 

(1) A sponsoring 
organization management 
plan, in accordance with 
§226.6(f)(2): 



(2) An application for 
participation, or renewal 
materials, for each child 
care and adult day care 
facility accompanied by all 
necessary supporting 
documentation; and 



Ohio Department of Education Family Day Care Sponsor's Manual 



Chaptar Topic: Child and Adult Care Food Program overview 



Section Topic: Fedeial Ragulations: Child and Adult Caro Food Program overview 



Datalaauad: August 1993 



Data ravlaad: 



Chapter: 2 



Section: A 



Page: 



2.2 



20 



(3) Timely information 
concerning the eligibility 
status of child care and 
adult day care facilities 
(such as licensing/ 
approval actions). 

(c) Each sponsoring 
organization shall accept 
final administrative and 
financial responsibility for 
food service operations in 
ail child care and adult day 
care facilities under its 
jurisdiction. 

(d) Each sponsoring 
organization shall provide 
adequate supervisory and 
operational personnel for 
the effective management 
and monitoring of the 
program at all child care 
and adult day care 
facilities under its 
jurisdiction. At a 
minimum, such Program 
assistance shall include: 

(1 ) Pre-approval visits 
to each child care and 
adult day care facility for 
which application is made 
to discuss Program 
benefits and verify that the 



proposed food service 
does not exceed the 
capability of the child care 
facility; 

(2) Stafftrainingforall 
child care and adult day 
care facilities in Program 
duties and responsibilities 
prior to beginning Program 
operations; 

(3) Additional training 
sessions, to be provided 
not less frequently than 
annually; and 

(4) Reviews of food 
service operations to 
assess compliance with 
meal pattern, 
recordkeeping, and other 
Program requirements. 
Such reviews shall be 
made not less frequently 
than: 

(ii) Three times each 
year at each day care 
home, provided at least 
one review is made during 
each day care home’s first 
four weeks of Program 
operations and not more 
than six months elapse 
between reviews. 



(e) In addition to 
records required under 
§226.1 5(e), each 
sponsoring organization 
shall maintain the 
following: 

(1 ) Information 
concerning the dates and 
amounts of disbursements 
to each child care or adult 
day care facility; 

(2) Information 
concerning the location 
and dates of each child 
care and adult day care 
facility review, any 
problems noted, and the 
corrective action 
prescribed and effected. 

(f) The State agency 
may require a sponsoring 
organization to enter into 
separate agreements for 
the administration of 
separate types of facilities 
(child care centers, day 
care homes, adult day 
care centers, and outside- 
school-hours care 
centers). 
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Chapter 2 Section B ^ 

Ohio Department of Education Policies and Guidance 
Child and Adult Care Pood Progra' i overview 



The purpose of the Child and Adult Care Food Program is to improve the health and 
eating habits of participants enrolled in nonresidential child care centers, day care homes, 
and adult day care centers. The program was created by Congress in response to the 
need for sound nutrition for children in economically depressed areas. It has grown to 
include the provision of meals to children in most all child care settings as well as adults 
in adult day care environments. This chapter provides an overview of the Child and Adult 
Care Food Program and its administration, an overview of the family day care program, 
and highlights of the legislative history of the CACFP. 



1 . What is the Child and Adult Care 
Food Program? 

The Child and Adult Care Food 
Program (CACFP) provides federal 
funds and USDA donated food to 
nonresidential child and adult day 
care facilities to serve nutritious 
meals and snacks to participants. 

2. Who may participate? 

Federal reimbursements for meals 
and snacks are available to any 
public or private nonprofit 
organization, or any for-profit Title XIX 
or XX organization that provides 
licensed or approved nonresidential 
day care services and meets eligibility 
requirements. Such organizations 
include but are not limited to: 

a. Child care centers 

b. Family day care homes (must 
participate under a sponsoring 
organization) 
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c. Outside-school-hours care centers 

d. Head Start centers 

e. Institutions providing daycare 
services for children with 
disabilities 

f. Adult day care centers 

3. How is the program administered ? 

a. Child care centers and adult day 
care centers apply directly to the 
Ohio Department of Education to 
operate the CACFP. 

b. Family day care home providers 
must participate under a 
sponsoring organization approved 
by the Ohio Department of 
Education to operate the CACFP. 
In Ohio there are over 40 sponsors 
of the CACFP for family day care. 
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4. Who benefits from the CACFP? 

Reimbursement for meals and 
snacks served in nor. residential care 
settings are available for all eligible 
persons regardless of race, color, 
national origin, sex, age, or handicap. 
Eligible persons include 

a. Children through 12 years of age 

b. Children of migrant workers 
through 1 5 years of age 

c. Persons with disabilities if enrolled 
in an institution where the majority 
of the participants are 1 8 years of 
age or younger 



5. What type of meals must 

institutions and family day care 
providers serve? 

All participating institutions and family 
day care providers must serve meals 
that meet meal pattern requirements 
specified in program regulations. In 
general 

a. Breakfast must include a serving 
of milk, bread, and fruit or 
vegetable 

b. Lunch or supper must include a 
serving of milk, bread, meat, and 
two servings from the fruit and 
vegetable group 

c. Snacks must include one food 
from two different food groups 



d. Functionally impaired adults under 
60 years of age and adults 60 
years of age and over who are 
enrolled in adult day care centers 
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~ Chapter 2 Section 

Ohio Department of Education Policies and Guidance 
Family day care program overview 



As with all Child and Adult Care Food Programs, the purpose of the family day care 
program is to improve the health and eating habits of participants. This section of the 
manual provides an overview of the family day care program. 



1 . How many meals and snacks may 
be reimbursed per participant 
each day in family day care? 

a. Family day care providers are 
reimbursed at a set rate for 
breakfast, lunch or supper, and 
snacks, for not more than two 
meals and one snack or two 
snacks and one meal per child per 
day. 

b. Family day care providers may be 
reimbursed for the meals served 
to their own or other residential 
children if 

• their family income meets 
standards for free or reduced- 
price meals, and 

• other nonresidential enrolled 
children are present and 
participating in the program for 
the same meal the provider is 
claiming for his or her own or 
other residential children. 



2. What are the meal reimbursement 
rates for family day care? 

The meal reimbursement rates are 
adjusted annually. The rates for 
family day care providers from July 1 , 
1994 through June 30, 1995 are as 
follows 

Breakfast $0 .8275 

Lunch or supper $1 .5050 

Snack $0 .4475 

3. Who may be a sponsor of the 
.CACFP in family day care homes? 

Sponsoring agencies must show 
evidence of administrative and 
financial ability to operate the 
program. Sponsoring agencies of the 
CACFP for family day care homes 
may be either 

a. Public agencies such as county 
departments of human services. 
An agency must show proof that it 
is part of local or state 
government. 
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b. Private agencies if they are tax- 
exempt or have applied for tax 
exempt status under the Internal 
Revenue Code of 1 954 at the time 
application is made to the CACFP. 
An agency that has nonprofit status 
for another federal program meets 
this requirement. Local Internal 
Revenue Service offices can 
provide information on how to 
obtain tax-exempt status. 

Individual day care homes are not 
required to be tax-exempt. 

4. What is required of sponsors? 

Sponsors must be prepared to 
manage the food service program in 
approved day care homes according 
to federal regulations and ODE 
policies. Sponsors must accept all 
financial and administrative 
responsibilities. By regulation, 
progiE^rivfnanagement functions 
cannot be subcontracted to others. 
Financial and administrative 
responsibilities generally include 

a. Implementing all federal and state 
regulations regarding the program 

b. Keeping accurate records of 
administrative costs and program 
management 

c. Keeping records of child 
enrollments, menus, meal counts, 
and meal payments made to day 
care providers 

d. Monitoring all meal aspects of the 
program 



N 

e. Ensuring that all meals claimed 
meet U.S.D.A. meal pattern 
requirements 

f. Filing a monthly consolidated food 
reimbursement and administrative 
claim to the Department of 
Education 

g. Distributing funds to providers after 
verifying the accuracy of the meal 
attendance record and the claim 

h. Distributing funds to providers 
within five working days after 
receipt 

i. Offering CACFP approved training 
for and visits to family day care 
providers giving them the advice 
and help needed to successfully 
participate in the program 

j. Documenting all program 
management functions 

k. Participating in ODE workshops 
and in-sen/ice activities 

5. What are the benefits of being a 

CACFP family day care sponsor? 

Sponsors are eligible for financial 

benefits and technical help 

a. Administrative reimbursement 

Sponsors are eligible to receive 
assistance with administrative costs 
based on the lesser of 
• actual expenditures for the costs 
of administering the program 
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♦ the amount of administrative 
costs approved by the state 
agency in the annual budget 

♦ the number of family day care 
homes that claim meals each 
month multiplied by the monthly 
administrative reimbursement 
rates. The reimbursement rates 
are adjusted annually. The rates 
for July 1 , 1994 through June 30, 

1 995 are 

1 - 50 homes $69 

51 - 200 homes $53 

201 - 1000 homes $41 

Each home over 1 000 $36 

In addition, administrative 
costs may not exceed 30 
percent of the administrative 
and food service payments for 
day care home operations. This 
figure is determined by multiplying 
the year-to<late value of meal 
payments to providers by .4286. 

b. Advance payments 

Sponsors may receive advances for 
administrative costs to help with cash 
flow and program administration. 

The advance is issued at the 
beginning of each month. 

The amount of the advance is based 
on the previous 12 month’s history of 
the number of hor I two actually 
claiming. ODE regularly compares 
the advance being sent with 
earnings to avoid making excess 
advance payments to the sponsor. 



c. Start-up funds 

Sponsoring organizations may apply 
one time for start-up funds to assist in 
recaiiting and maintaining family day 
care participation. These funds are 
available until the sponsor administers 
50 or more homes. 

d. Expansion funds 

Exj^sion funds are available to 
sponsors who have used start-up 
funds or who are ineligible for st^-up 
funds because 50 or more homes are 
active in the sponsorship. Expansion 
funds may be used to promote 
program growth in low income or njral 
areas only. Generally, sponsors are 
not approved for these ^nds during 
the first year of program operation 
because they are eligible for start-up 
funds and busy establishing the 
program. 

e. Technical assistance 

The Ohio Department of Educatton 
serves as more than an administrative 
organization. ODE tries to help each 
sponsor make a success of the 
program by offering technical 
assistance about food service 
operations in day care homes, 
managing program funds, 
recordkeeping, and nutrition education. 
Assistance is available through 
personal visits, telephone calls, 
workshops, newsletters and 
publications. 
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6. What records must family day care 
providers keep? 

Providers must maintain up-to-date, 
accurate, arid tirnely records. In general, 
providers must 

a Sign an agreement with the 
sponsoring organization 

b. Be either licensed, certified, or 

alternately approved to care for 
children 

c. Submit enrollment forms for all 
eligible children 

d. Submit income eligibility forms, as 
appropriate 

e. Keep daily menu and attendance 
records 



7. What role does the Department of 
Education play? 

The Ohio Department of Education is 
the administering agent forthe CACFP 
in Ohio. ODE: 

a Provides consultative, technical, and 
managerial personnel to administer 
the program and offer guidance to 
local agencies 

b. Offers sponsors training in program 
requirements 

c. Corrducts state reviews, monitors the 

CACFP \within Ohio, and brings 
about corrective action in cases 
where regulations are not being 
followed 
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~ Chapter 2 Section D ^ 

Child and Adult Care Food Program 
Legislative history 



The Child and Adult Care Food Program began as a pilot program called the Special 
Food Service Program for Children in May o’ 1 968. Its purpose was to feed children of 
working mothers in low income areas. The program has since grown to include all 
children in child care as well as adults in adult day care. This section of the manual 
highlights the legislative history that has made the CACFP possible. 



1. P.L 90-302 

In May 1968 the Special Food Service 
Program for Children (SFSPFC) was 
established as a three year pilot program. 
This program, which was the forerunner 
of the Child Care Food Program, offered 
year-round meals that met minimum 
nutritional standards for children in day 
care centers located in low income areas 
or areas with a high concentration of 
working mothers. Meals were to be 
served at no cost or reduced cost to the 
children. Surplus commodities and price- 
supported commodities were made 
available. 

2. P.L. 92-433 

In September 1972 Congress 
extended the Special Food Service 
Program for Children for an additional 3 
years, through FY 1 975. 



3. P.L 94-105 

In November 1975 Congress 
established and authorized for three 
years the Child Care Food Program 
which furnished meals for children in any 
public or private nonprofit organization 
that provided nonresidential child care. 
Family day care and Head Start were 
included in this funding. 

4. P.L 95-627 

In November 1978 Congress 
permanently authorized the Child Care 
Food Program. This law made available 
advance payments to all institutions and 
start-up payments to family day care 
home sponsors. Children now also 
included persons with disabilities over 1 8 
years of age. Administrative payment 
rates for family day care sponsors were 
established and centers that provided 
child care outside of school hours were 
included. 
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5. P.L 96-499 

In December 1980 for-profit child care 
sponsors became eligible for the program 
payments if day care for 25 percent or more 
of the children enrolled was funded under 
Trtle XX of the Social. Security Act. 

6. P.L 97-35 

In August 1981 the program was cut back 
by redudng the ages and types of children 
eligible for partidpation and by reducing the 
numberof meals and snacks. With this law 
only children through age 12 were eligible. 
The exceptions to this were children of 
migrant workers who were eligible through 
age 1 4 and persons of any age enrolled in an 
institution where the m^rity of the persons 
were 1 8 years of age or younger. 

Further program cutbacks included limiting 
the reimbursement to two meals and one 
snack or two snacks and one meal and 
reimbursing family day care providers for the 
meals for their own children only if the 
provider's family was eligible for free or 
reduced-price meals. Social Security 
numbers were required of all household 
members when family day care providers 
were reimbursed for own or residential 
child(ren’s) meals. 

7. P.L 99-661 

In November 1986 child care facilities that 
were housed in schools were allowed fo 
share their facilities, equipment, arrd 
personnel with elderly feeding programs. In 
addition, state agencies were allowed to 
refuse institutions the right to appeal the 
findings of a federal audit. 

8. P.L 100-175 

In November 1987 adult day care centers 
were allowed to receive benefits of the Child 
Care Food Program through the Older 



American’s Act (OAA) Amendment to the 
National School Lunch Act. 

9. P.L 100435 

In September 1 988 an additional meal or 
snack was aibwed for eligible children cared 
for in centers for eight hours or more each 
day. Centers couW now claim three meals 
and one snack or two meals and two snacks 
for eligible chiWren. lnadcition,a 
demonstration project to assess the feasibility 
of adding an addtional meal or snack for 
chibren in family d^ care was funded for one 
state. 

10. P.L 101-147 

In November 1 989 the name of the 
program was changed to the Chib and Adult 
Care Food Program to reflect the November 
1987 change which included older adults. 

Adult day care lunches were to provide, on 
average , one-third of the daily recommended 
dietary allowanoe. Governors were allowed 
to de^nate a separate state agenq^ to 
administer the adult day care portion of the 
program. States were given the option of 
accepting program applications from chib and 
adult care institutions every other year rather 
than annually. Households were required to 
provide only the Social Security number of the 
primary wage earner or person who signed 
the free or reduced price application. 

Sponsors were responsibb for totaling the 
income information. The Minnesota 
Demonstration Project, which assessed the 
feasibility of adding an additional meal or 
snack for chibren in family day care, was 
extended to September 30, 1990. Several 
demonstration projects were established to 
help improve program access by low income 
chibren. Administrative funding for family day 
care sponsors to expand the program to rural 
and bw-income areas was added. 
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- Chapter 3 Section A ^ 

Federal Regulations 

Sponsor application, temtination, and appeal 



§226.6 state agency administrative responsibilities 



(a) State agency 
personnel. 

Each State agency shall 
provide sufficient consulta- 
tive, technical and manage- 
rial personnel to administer 
the Program, provide suffi- 
cient training and technical 
assistance to institutions 
and monitor performance to 
facilitate expansion and 
effective operation of the 
Program. 

(b) Application 
approval. 

Each State agency shall 
establish an application 
procedure to determine the 
eligibility under this part of 
applicant institutions, and 
facilities for which applica- 
tions are submitted by 
sponsoring organizations. 
State agencies, by written 
consent of the State agency 
and the institutions, shall 
renew agreements with 
institutions not less fre- 
quently than annually. A 
State agency may not 



execute an agreement to 
be effective during two 
fiscal years but may 
nevertheless establish an 
ongoing renewal process 
for the purpose of re view- 
ing and approving applica- 
tions from participating 
institutions throughout the 
fiscal year. As a mini- 
mum, such application 
approval process shall 
include: 

(1 ) Renewal of the 
Program agreement: 

(3) For sponsoring 
organizations of day care 
homes, submission of the 
current total number of 
children enrolled, and an 
assurance that day care 
home providers’ children 
enrolled in the Program 
are eligible for free or 
reduced price meals; 

(4) Issuance of a non- 
discrimination policy 
statement and media 
release; 



(5) For sponsoring 
organizations, submission 
of a management plan; 

(6) Submission of an 
administrative budget; 

(7) Submission of 
documentation that all 
child care centers, adult 
day care centers, outside- 
school-hours care centers, 
and day care homes for 
which application is made 
are in compliance with 
Program licensing/ap- 
proval provisions; 

(10) Institutional choice 
to receive all, part, or none 
of advance payment. Any 
institution applying for 
participation in the Pro- 
gram shall be notified of 
approval or disapproval by 
the State agency in writing 
within 30 calendar days of 
filing a complete and 
correct application. If an 
institution submits an 
incomplete application, the 
State agency shall notify 
the institution within 15 



Ohio Department of Education Family Day Care Sponsor's Manual 



o 

ERIC 



Chaptar Topic; 


Sponsor application, termination, and appeal 


Chapter: 3 


Saction Topic: 


Federal Regulations: Sponsor application, termination, and appeal 


Saction: A 


Data iaauad; 


August 1993 Dataraviaad: 


Pago: 3.2 






J 



31 




calendar days of receipt of 
the application and shall 
provide technical assis- 
tance, if necessary, to the 
institution for the purpose of 
completing its application. 
Any disapproved applicant 
shall be notified of its right 
to appeal under paragraph 
(j) of this section. 

(c) Denial of api^ica- 
tions and termination of 
institutions. The State 
agency shall not enter into 
an agreement \with any 
applicant institution \which 
the State agency deter- 
mines to have been seri- 
ously deficient at any time 
in its operation of any 
Federal child nutrition 
program. Hovwever, the 
State agency may enter 
into an agreement \with 
such an institution when 
with FNS concurrence it 
determines that the defi- 
ciencies have been cor- 
rected. The State agency 
shall terminate the program 
agreement with any institu- 
tion which it determines to 
be seriously deficient. 
However, the State agency 
shall afford an institution 
every reasonable opportu- 
nity to correct problems 
before terminating the 
institution for being seri- 
ously deficient. The State 
agency shall notify FNS 
whenever it has denied an 



application from or termi- 
nated the participation of a 
seriously deficient institu- 
tion. This notification shall 
be made within 1 5 days of 
the review official’s deci- 
sion upholding the State’s 
action or, if the institution 
elects not to appeal the 
decision, within 15 days of 
the expiration of the ap- 
peal right. FNS will main- 
tain a list of these institu- 
tions and will notify all 
other State agencies of 
these institution’s ineligibil- 
ity to participate in the 
program. FNS may deter- 
mine independently that 
an institution has been 
seriously deficient in its 
operation of any Federal 
child nutrition program and 
include such institution on 
the list of ineligible institu- 
tions if appropriate correc- 
tive action is not taken. 
State agencies shall not 
enter into an agreement 
with any institution in- 
cluded on this list of ineli- 
gible institutions and shall 
terminate any participating 
institution included on the 
list within 30 days of the 
receipt of notification by 
FNS of the institution’s 
ineligible status. Once 
included on this list, an 
institution shall be ineli- 
gible to participate in the 
program until such time as 



FNS, in consultation with 
the appropriate State 
agency, determines that 
the serious deficiency 
which resulted in the 
ineligible status has been 
corrected. Any institution 
which is identifiable with a 
seriously deficient institu- 
tion through its corporate 
organization, officers, 
employees, or otherwise 
shall also be considered to 
be ineligible unless it is 
demonstrated to the 
satisfaction of the State 
agency, with FNS concur- 
rence, that good cause 
exists for considering the 
institution distinct from the 
seriously deficient institu- 
tion. Denial or termination 
actions taken on the basis 
of FNS notification of 
ineligible status shall not 
be subject to administra- 
tive review as provided in 
226.6{k). However, an 
institution which FNS has 
determined to be seriously 
deficient and which has 
not taken acceptable 
corrective action may 
request an administrative 
review of this determina- 
tion by an FNS review 
official in accordance with 
the appeal procedures set 
forth in 226.6(k) and will 
not be included on the list 
of ineligible institutions 
unless FNS’ determination 
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is upheld by the review 
official. Serious deficien- 
cies, which are grounds 
for disapproval of applica- 
tions and for termination 
include, but are not limited 
to, any of the following: 

(1 ) Noncompliance with 
the applicable bid proce- 
dures and contract re- 
quirements of Federal 
child nutrition program 
regulations; 

(2) The submission of 
false information to the 
State agency: 

(3) Failure to return to 
the State agency any 
advance payments which 
exceeded the amount 
earned for serving eligible 
meals, or failure to return 
disallowed start-up pay- 
ments: 

(4) Failure to maintain 
adequate records; 

(5) Failure to adjust 
meal orders to conform to 
variations in the number of 
participants; 

(6) The claiming of 
Program payments for 
meals not served to par- 
ticipants; 

(7) Service of a signifi- 
cant number of meals 
which did not include 
required quantities of all 
meal components: 

(8) Continued use of 
food service management 
companies that are in 
violation of health codes; 



(9) Failure of a sponsor- 
ing organization to dis- 
burse payments to its 
facilities in accordance 
with its management plan; 

(10) A history of admin- 
istrative or financial mis- 
management in any 
Federal child nutrition 
program: 

(d) Ucensing/ap- 
proval for child care 
centers, outside^hool- 
hours care centers and 
day care homes. This 
section prescribes State 
agency responsibilities to 
ensure that child care 
centers and day care 
homes meet the licensing/ 
approval criteria set forth 
in this part. Sponsoring 
organizations shall submit 
to the State agency docu- 
mentation that facilities 
under their jurisdiction are 
in compliance with licens- 
ing/approval requirements. 

(1) General. Each 
State agency shall estab- 
lish procedures to annually 
review information submit- 
ted by institutions to 
ensure that all participating 
child care centers, day 
care homes, and outside- 
school-hours care centers 
either 

(i) Are licensed or 
approved by Federal, 
State, or local authorities, 
provided that institutions 
which are approved for 



Federal programs on the 
basis of State or local 
licensing shall not be 
eligible for the Child and 
Adult Care Food Program 
if their licenses lapse or 
are terminated; 

(ii) Are complying with 
applicable procedures to 
renew licensing or ap- 
proval in situations where 
the State agency has no 
information that licensing 
or approval will be denied: 
or 

(iii) Receive Title XX 
funds for providing child 
care, if licensing or ap- 
proval is not available; or 

(iv) Demonstrate com- 
pliance with applicable 
State or local child care 
standards to the State 
agency, if licensing is not 
available and Title XX 
funds are not received; or 

(v) Demonstrate compli- 
ance with CACFP child 
care standards to the 
State agency, if licensing 
or approval is not available 
and Title XX funds are not 
received. 

(2) CACFP child care 
standards, (i) When licens- 
ing or approval is not 
available, independent 
child care centers, and 
sponsoring organizations 
on behalf of their child 
care centers or day care 
homes, may elect to 
demonstrate compliance. 
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annually, with the following 
CACFP child care stan- 
dards or others standards 
specified in paragraph 
(d)(3) of this section: 

(A) Staff/child ratios. 

ODE follows Ohio Revised 
Code for Foster Care and 
Type A Family Day Care 
Homes and Type B Certifi- 
cation Rules for Family 
Day Care Homes in re- 
gard to staff/child ratios. 

(B) Nondiscrimination. 
Day care services are 
available without discrimi- 
nation on the basis of 
race, color, national origin, 
sex, age, or handicap. 

(C) Safety and sanita- 
tion. (1 ) A current health/ 
sanitation permit or satis- 
factory report of an inspec- 
tion conducted by local 
authorities within the past 

1 2 months shall be sub- 
mitted. (2) A current fire/ 
building safety permit or 
satisfactory report of an 
inspection conducted by 
local authorities within the 
past 1 2 months shall be 
submitted. (3) Fire drills 
are held in accqrdance 
with local fire/building 
safety requirements. 

(D) Suitability of facili- 
I ties. (1) Ventilation, tem- 
perature, and lighting are 
adequate for children’s 
safety and comfort. (2) 
Floors and walls are 



cleaned and maintained in 
a condition safe for chil- 
dren. (3) Space and 
equipment inciuding rest 
arrangements for pre- 
school age children, are 
adequate for the number 
and age range of partici- 
pating children. 

(E) Social services. 
Independent centers, and 
sponsoring organizations 
in coordination with their 
facilities, have procedures 
for referring families of 
children in care to appro- 
priate local health and 
social service agencies. 

(F) Health services. (1) 
Each child is observed 
daily for indications of 
difficulties in social adjust- 
ment, illness, neglect, and 
abuse, and appropriate 
action is initiated. (2) A 
procedure is established 
to ensure prompt notifica- 
tion of the parent or guard- 
ian in the event of a child’s 
illness or injury, and to 
ensure prompt medical 
treatment in case of emer- 
gency. (5) First aid sup- 
piies are available. (6) 
Staff membeio undergo 
initial and periodic health 
assessments. 

(G) The institution 
provides for orientation 
and ongoing training in 
child care for all 
caregivers. 



(H) Parental involve- 
ment. Parents are af- 
forded the opportunity to 
observe their children in 
day care. 

(I) Seif-evaluation. The 
institution has established 
a procedure for periodic 
self-evaluation on the 
basis of CACFP child care 
standards. 

(3) Alternate approval 
procedures. Each State 
agency shall establish 
procedures to review 
information submitted by 
institutions for centers or 
homes for which iicensing 
or approval is not avaiiable 
in order to establish eligi- 
bility for the Program. 
Licensing or approval is 
not available when (i) no 
Federal, State, or local 
licensing/approval stan- 
dards have been estab- 
lished for child care cen- 
ters, outside-school-hours 
care centers, or day care 
homes: or (ii) no mecha- 
nism exists to determine 
compliance with licensing/ 
approvai standards. In 
these situations, indepen- 
dent centers, and sponsor- 
ing organizations on 
behalf of their facilities, 
may choose to demon- 
strate compliance with 
either CACFP childcare 
standards, applicable 
State child care standards. 
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(1) Enter into and 
execute a written Program 
agreement with each 
institution, or review such 
agreement with the written 
concurrence of the institu- 
tion. The Program agree- 
ment shall provide that the 
institution shall accept final 
financial and administra- 
tive responsibility for 
management of an effec- 
tive food service, comply 
with all requirements 
under this Part, and com- 
ply with ail requirements of 
Title VI of the Civil Rights 
Act of 1964, Title IX of the 
Education Amendments of 
1972, Section 504 of the 
Rehabilitation Act of 1973, 
the Age Discrimination Act 
of 1975 and the 
Department’s regulations 
concerning nondiscrimina- 
tion (7CFR Parts 15, 15a 
and 15b), including re- 
quirements for racial and 
ethnic partdpation data 
collection, public notifica- 
tion of the nondiscrimina- 
tion policy, and reviews to 
assure compliance with 
such policy, to the end that 
no person shall, on the 
grounds of race, color, 
national origin, sex, age, 
or handicap be excluded 
from participation in, be 
denied the benefits of, or 
be otherwise subjected to 
discrimination under the 
Program. 
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or applicable local child 
care standards. State 
agencies shall provide 
information about appli- 
cable State child care 
standards and CACFP 
child care standards to 
institutions, but may require 
institutions electing to 
demonstrate compliance 
with applicable local child 
care standards to identify 
and submit these stan- 
dards. The State agency 
may permit independent 
centers, and sponsoring 
organizations on behalf of 
their facilities, to submit 
self-certification forms, and 
may grant approval without 
first conducting a compli- 
ance review at the center 
or facility. But the State 
agency shall require sub- 
mission of heatth/sanitation 
and fire/safety permits or 
certificates for all indepen- 
dent centers and facilities 
seeking alternate child care 
standards approval. Com- 
pliance with applicable 
child care standards are 
subject to review in accor- 
dance with §226.7(n). 

(f) Annual 
requirements. 

State agencies shall re- 
quire institutions to comply 
with applicable provisions 
of this part. Each State 
agency shall annually: 



(2) Require each spon- 
soring organization to 
submit a management plan 
with its application for 
review and approval. Such 
a plan shall include detailed 
information on the organiza- 
tional administrative budget, 
and procedures which will 
be used by the sponsoring 
organization to administer 
the Program in and dis- 
burse payments to the child 
care facilities under its 
jurisdiction. 

(3) Require each institu- 
tion to submit an adminis- 
trative budget. Each spon- 
soring organization shall be 
required to incorporate this 
budget into its management 
plan. 

(g) Program expansion. 

Each State agency shall 
take action to expand the 
availability of benefits under 
this Program. At a mini- 
mum, the State shall annu- 
ally notify each 
nonparticipating child care 
center, outside-school - 
hours care center, and day 
care home within the State 
that is licensed, approved, 
registered, or receiving 
funds under Title XX and 
each nonparticipating adult 
day care center that is 
licensed or approved, of the 
availability of the Program, 
the requirements for Pro- 
gram participation, and the 
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application procedures to 
be followed in the Pro- 
gram. The State agency 
shall make the list of child 
care centers, adult day 
care centers, outside- 
school-hours care centers, 
and day care homes 
notified each year avail- 
able to the public upon 
request. 

(j) Procurement 
provisions. 

State agencies shall 
require institutions to 
adhere to the procurement 
provisions set forth in 
§226.22. 

(k) Institution appeal 
procedures. Except as 
provided in §226.8(g), 
each State agency shall 
establish an appeal proce- 
dure to be followed by an 
institution requesting a 
review of a denial of an 
institution’s application for 
participation, a denial of an 
application submitted by a 
sponsoring organization 
on behalf of a facility, a 
termination of the partici- 
pation of an institution or 
facility, a suspension of an 
institution’s agreement, a 
denial of an institution’s 
application for start-up 
payments, a denial of an 
advance payment, a 
denial of all or a part of the 
claim for reimbursement, 
(except for late submission 



under §226.1 0(e)), a 
denial by the State agency 
to forward to FNS an 
exception, request by the 
institution or sponsoring 
organization for payment 
of a late claim or a request 
for an upward adjustment 
to a claim, demand for the 
remittance of an overpay- 
ment, and any other action 
of the State agency affect- 
ing the participation of an 
institution in the Program 
or the institution’s claim for 
reimbursement. State 
agencies may use their 
own State appeal proce- 
dures provid^ the same 
procedures are applied to 
all appellants in the State 
and the procedures meet 
the following require- 
ments: appellants are 
assured of a fair and 
impartial hearing before an 
independent official at 
which they may be repre- 
sented by legal counsel: 
decisions are rendered in 
a timely manner not to 
exceed 1 20 days from the 
date of the receipt of the 
request for the review: 
appellants are afforded the 
right to either a review of 
the record with the right to 
file written Information, or 
a hearing which they may 
attend in person; and 
adequate notice is given of 
the place, date and proce- 



dures of the hearing. The 
appeal procedures 
adopted by the State 
agency shall be made 
available in writing each 
year to all institutions at 
the time of application for 
participation in the Pro- 
gram and upon request. If 
the State has not estab- 
lished its own appeal 
procedures or the proce- 
dures do not meet the 
above listed criteria, the 
State agency shall ob- 
serve the follow proce- 
dures at a minimum: 

(1 ) The institution shall 
be advised in writing of the 
grounds on which the 
State agency based its 
action. The notice of 
action, which shall be sent 
by certified mail, return 
receipt requested, shall 
also include a statement 
indicating that the institu- 
tion has the right to appeal 
the action; 

(2) The written request 
for review shall be filed by 
the appellant not later than 
1 5 calendar days from the 
date the appellant re- 
ceived the notice of action, 
and the State shall ac- 
knowledge the receipt of 
the request for appeal 
within 1 0 calendar days; 

(3) The appellant may 
refute the charges con- 
tained in the notice of 
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action in person and by 
written documentation to 
the review official. In order 
to be considered, written 
documentation must be 
filed with the review official 
not later than 30 calendar 
days after the appellant 
received the notice of 
action. The appellant may 
retain legal counsel, or 
may be represented by 
another person. A hearing 
shall be held by the review 
official in addition to, or in 
lieu of, a review of written 
information submitted by 
the appellant only if the 
appellant so specifies in 
the letter of request for 
review. Failure of the 
appellant institution’s 
representative to appear 
at a scheduled hearing 
shall constitute the appel- 
lant institution’s waiver of 
the right to a personal 
appearance before the 
review official, unless the 
review official agrees to 
reschedule the hearing. A 
representative of the State 
agency shall be allowed to 
attend the hearing to 
respond to the appellant’s 
testimony and to answer 
questions posed by the 
review official; 

(4) If the appellant has 
requested a hearing, the 
appellant and the State 
agency shall be provided 



with at least 10 calendar 
days advance written 
notice, sent by certified 
mail, return receipt re- 
quested, of the time and 
place of the hearing: 

(5) Any information on 
which the State agency’s 
action was based shall be 
available to the appellant 
for inspection from the 
date of receipt of the 
request for review: 

(6) The review official 
shall be an independent 
and impartial official other 
than, and not accountable 
to, any person authorized 
to make decisions that are 
subject to appeal under 
the provisions of this 
section: 

(7) The review official 
shall make a determina- 
tion based on information 
provided by the State 
agency and the appellant, 
and on Program regula- 
tions; 

(8) Within 60 calendar 
days of the State agency’s 
receipt of the request for 
review, the review official 
shall inform the State 
agency and the appellant 
of the determination of the 
review: 

(9) The State agency’s 
action shall remain in 
effect during the appeal 
process. However, partici- 
pating institutions and 



facilities may continue to 
operate under the Pro- 
gram during an appeal of 
termination, unless the 
action is based on immi- 
nent dangers to the health 
or welfare of participants. 

If the institution or facility 
has been terminated for 
this reason, the State 
agency shall so specify in 
its notice of action. Institu- 
tions electing to continue 
operating while appealing 
terminations shall not be 
reimbursed for any meals 
served during the period of 
the appeal if the State 
agency’s action is upheld; 
and 

(10) The determination 
by the State review official 
is the final administrative 
determination to be af- 
forded to the appellant. 

(11) Appeals shall not 
be allowed on decisions 
made by FNS on requests 
for exceptions to the 
claims submission dead- 
lines stated in §226. 10(e) 
or requests for upward 
adjustments to claims. 

(12) Incases where an 
appeal results in the 
dismissal of a claim 
against an institution 
which was asserted by the 
State agency based upon 
Federal audit findings, 
FNS may assert a claim 
against the State agency 
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in accordance with the 
procedures outlined in 
§226. 14(c). 

(1 ) Program assistance. 
Each State agency shall 
provide technical and 
supervisory assistance to 
institutions and facilities to 
facilitate effective Program 



operations, monitor 
progress toward achieving 
Program goals, and en- 
sure compliance with the 
Department’s nondiscrimi- 
nation regulations (Part 15 
of this title) issued under 
Title VI of the Civil Rights 



Act of 1964. Documenta- 
tion of supervisory assis- 
tance activities, including 
reviews conducted, cor- 
rective actions prescribed, 
and follow-up efforts, shall 
be maintained on file by 
the State agency. 



§226.15 institution provisions. 



(a) Tax-exempt status. 

Except for proprietary Title 
XIX and Title XX centers, 
and sponsoring organiza- 
tions of such centers, 
institutions shall be public, 
or have tax-exempt status 
under the Internal Rev- 
enue Code of 1954, or be 
moving toward compliance 
with the requirements for 
tax-exempt status, or be 
currently operating an- 
other Federal program 
requiring nonprofit status. 
An institution which has 
applied to IRS for tax- 
exempt status may partici- 
pate in the Program while 
its application is pending 
review by IRS. It shall, 
however, be the responsi- 
bility of the institution to 
document that it has 
complied with all require- 
ments of IRS and has 
provided all information 
requested. If IRS denies 
the application for tax- 



exempt status, the institu- 
ticri shall immediately 
notify the State agency of 
such denial. The State 
agency shall then termi- 
nate the participation of 
the institution. If IRS 
certification of tax-exempt 
status has not been re- 
ceived within 12 months of 
filing the application with 
IRS, and IRS indicates 
that the institution has 
failed to provide all re- 
quired information, the 
State agency shall termi- 
nate the participation of 
the institution until such 
time as IRS tax-exempt 
status is obtained. 

(b) Applications. 

Each institution shall 
submit to the State agency 
all information required for 
its approval. As a mini- 
mum, such information 
shall include: 

(1 ) Except for propri- 
etary Title XIX and Title 



XX centers and sponsor- 
ing organizations of propri- 
etary Title XIX and Title 
XX centers, evidence of 
nonprofit status, in accor- 
dance with Section 
226.15(a). 

(2) An application for 
participation, or application 
renewal materials, accom- 
panied by all necessary 
supporting documentation; 

(3) An administrative 
budget; 

(5) A nondiscrimination 
and free and reduced 
price policy statement, and 
information regarding a 
public release, in accor- 
dance with §226.23. 

(c) Responsibility. 
Each institution shall 
accept final administrative 
and financial responsibility 
for Program operations. 

No institution may contract 
out for management of the 
Program. 
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(d) staffing. Each 
institution shall provide 
adequate supervisory and 
operational personnel for 
management and monitor- 
ing of the Program. 

(e) Recordkeeping. 

Each institution shall 
establish procedures to 
collect and maintain all 
necessary Program 
records. Such records 
shall include; 

(1) Copies of all appli- 
cations and supporting 
documents submitted to 
the State agency: 

(2) Documentation of 
the enrollment of each 
participant including 
family-size and income 
information used to deter- 
mine eligibility for free or 
reduced price meals for 
each participant reported 
as being in either need 
category, at child care 
centers, adult day care 
centers and outside- 
school-hours care centers. 
Such information shall 
include the Social Security 
number of each adult 
member of the household. 
However, when a house- 
hold applies for free meal 
eligibility on behalf of a 
child who is a member of a 
food stamp household or 
AFDC assistance unit in 
accordance with 
§226.23(e)(1)(iv),such 



information shall consist of 
the food stamp or AFDC 
case number of the 
child(ren) for whom free 
meal benefits are being 
claimed. When a house- 
hold applies for free meal 
eligibility on behalf of an 
adult participant who is a 
member of a food stamp 
household or is an SSI or 
Medicaid participant in 
accordance with 
§226.23(1 )(v), such infor- 
mation shall consist of the 
food stamp case number 
or SSI or Medicaid identifi- 
cation number of the adult 
participant for whom free 
meal benefits are being 
claimed. 

(3) Documentation of 
the enrollment of each 
child at day ca^e homes 
and the family size and 
income information used 
to determine the eligibility 
of enrolled providers’ 
children for free or re- 
duced price meals. Such 
information shall include 
the Social Security num- 
ber of each adult member 
of the household of which 
the provider’s child is a 
member. However, when 
a provider's own child is a 
member of a foodstamp 
household or an AFDC 
assistance unit and free 
meal benefits have been 
applied for in accordance 



with §226.23(e)(1)(iv), 
such information shall 
consist of the child(ren)’s 
food stamp or AFDC case 
number. 

(4) Daily records indi- 
cating the number of 
participants in attendance 
and the number of meals, 
by type (breakfast, lunch, 
supper, and supplements), 
served to participants. 

(7) Copies of invoices, 
receipts, or other records 
required by the State 
agency financial manage- 
ment instruction to docu- 
ment: 

(i) Administrative costs 
claimed by the institution: 

(ii) Operating costs 
claimed by the institution 
except sponsoring organi- 
zations of day care 
homes: and 

(iii) Income to the 
Program. 

(8) Copies of all claims 
for reimbursement submit- 
ted to the State agency: 

(9) Receipts for all 
Program payments re- 
ceived from the State 
agency: 

(10) Copies of menus, 
and any other food service 
records required by the 
State agency: and 

(11) Information on 
training session date(s) 
and location(s), as well as 
topics presented and 
names of participants: 
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(12) Maintain documen- 
tation of nonprofit food 
service to ensure that all 
Program reimbursement 
funds are used: (i) Solely 
for the conduct of the food 
service operation; or (ii) to 
improve such food service 
operations, principally for 
the benefit of the enrolled 
participants. 



(f) Claims submission. 

Each institution shall submit 
claims for reimbursement to 
the State agency in accor- 
dance with 226.10. 

(g) Program agreement. 
Each institution shall enter 
into a Program agreement 
with the State agency in 
accordance with §226.6(f)(1). 



(i) Special Milk 
Program. No institution 
may participate in both the 
Child and Adult Care Food 
Program and the Special 
Milk Program at the same 
time. 



§226.16 Sponsoring organization provisions. 
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(a) Each sponsoring 
organization shall comply 
with all provisions of 
§226.15. 

(b) Each sponsoring 
organization shall submit 
to the State agency all 
information required for its 
approval and the approval 
of all child care and adult 
day care facilities under its 
juiisdiction, including 

(1 ) .A sponsoring organi- 
zation management plan, 
in accordance with 
§226.6(f)(2): 

(2) An application for 
participation, or renewal 
materials, for each child 
care and adult day care 
facility accompanied by all 
necessary supporting 
documentation; and 

(3) Timely information 
concerning the eligibility 
status of child care and 



adult day care facilities 
(such as licensing/ap- 
proval actions). 

(c) Each sponsoring 
organization shall accept 
final administrative and 
financial responsibility for 
food service operations in 
all child care and adult day 
care facilities under its 
jurisdiction. 

(d) Each sponsorinp 
organization shall provide 
adequate supervisory and 
operational personnel for 
the effective management 
and monitoring of the 
program at all child care 
and adult day care facili- 
ties under its jurisdiction. 

(e) In addition to 
records required under 
§226.1 5(e), each sponsor- 
ing organization shall 
maintain the following: 



(1 ) Information concern- 
ing the dates and amounts 
of disbursements to each 
child care or adult day 
care facility: 

(2) Information concern- 
ing the location and dates 
of each child care or adult 
day care facility review, 
any problems noted, and 
the corrective action 
prescribed and effected. 

(j) A for-profit organiza- 
tion shall be eligible to 
serve as a sponsoring 
organization for propri- 
etary Title XIX or Title XX 
centers which have the 
same legal identity as the 
organization, but shall not 
be eligible to sponsor 
proprietary Title XIX or 
Title XX centers which are 
legally distinct from the 
organization, day care 
homes, or public or private 
nonprofit centers. 
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~ Chapter 3 Section B ~ 

Ohio Department of Education Policies and Guidance 
Sponsor application procedure 



Federal regulations provide detailed information about sponsor application 
requirements. This section of the manual offers an overview of sponsor application 
responsibilities. 
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1 . Pre-application training 

New applicants must attend the Ohio 
Department of Education sponsored 
pre-application training session to 
receive application forms and 
program information. In most cases, 
application may be made at any time 
during the fiscal year. 

2. Information required in the 
application 

The Ohio Department of Education 
will provide sponsors with appropriate 
forms to complete the application at 
the pre-application training. As a part 
of the application, sponsors must 
provide the Ohio Department of 
Education with a sound plan to 
manage the program. In general, the 
plan must include 

a. A realistic administrative budget 

b. A list of all staff, salaries, hours 
worked, and functions 

c. The agency’s preference for 
advance payments 

d. An estimate of the number of 
providers the sponsor anticipates 
will claim meals during the year 



e. Documentation that all day care 
homes are in compliance with 
program licensing, certification, or 
approval provisions 

f. Methods for monitoring the meal 
service 

g. A system for recordkeeping 

h. Procedures for verifying the 
accuracy of provider claims 

i. A system for disbursing provider 
payments 

j. A program of nutrition education 
and provider support 

k. The issuance of a 
nondiscrimination policy statement 
and media release 

3. Annual renewal of the sponsor 
application 

All agencies must reapply annually 
for program approval. The fiscal year 
begins October 1 with applications 
and agreements due on or before this 
date to avoid loss of meal and 
administrative funds. 
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4. Annual renewal of provider 
participation 

Sponsors must renew the 
applications of all day care providers 
on an annual basis. Only those 
correctly renewed or approved are 
eligible for meal payments in the new 
fiscal year. Please see the chapter 
titled CACFP Participation for specific 
information about annual renewal of 
provider participation. 



5. State agency response 

The state agency is required to 
respond to the applicant agency 
within 1 5 days of receiving the 
application when additional 
information or corrections are 
required for final approval. 
Notification of final program approval 
is made within 30 days of the date all 
required information and forms are 
received and correct. 
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Chapter 3 Section C ~ 

Ohio Department of Education Policies and Guidance 
Denial of sponsor application and 
termination of sponsor participation 

The Ohio Department of Education is prohibited from entering into an agreement with 
any institution which has been seriously deficient at any time in operating any of the 
federal child nutrition programs. ODE is also required to terminate the program 
agreement with any institution it determines, in the course of annual operation, to be 
seriously deficient. Before such a determination is made, the agency will be given 
assistance and opportunity to improve program operations. 



Serious deficiencies which are grounds for denial or termination include, but are not 
limited to, any of the following: 



1 . Submission of false information to the 
state agency 

2. Failure to return to the state agency 
any advance payments which exceed 
the allowed amount 

3. Failure to return disallowed start-up or 
expansion payments 

4. Failure to maintain adequate records 

5. Claiming program payments for meals 
not sen/ed to participants 



6. Service, or payment for, a significant 
number of meals which did not include 
required quantities of all meal 
components 

7. Failure to disburse meal payments to 
day care providers within the federal 
requirements and state agency 
guidelines 
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~ Chapter 3 Section D ~ 

Ohio Department of Education Policies and Guidance 
Sponsor right to appeal adverse decisions 



Sponsors have the right to appeal state agency actions or decisions. Detailed appeal 
procedures are available from the state agency. State agency actions a sponsor might 
appeal include, but are not limited to 



1 . Denial of the sponsor’s application for 
participation 

2. Denial of a provider’s application to 
participate 

3. Termination of the sponsor’s program 
application 

4. Termination of a provider’s program 
application 

5. Suspension of a sponsor’s 
agreement 

6. Denial of the sponsor’s application for 
start-up or expansion payments 



7. Denial of an advance payment of 
administrative funds 

8. Denial of all or part of the claim for 
reimbursement, except for late 
submission under 226.10(e) 

9. Denial by the state agency to forward 
to the Food and Nutrition Service 
(FNS) an exception request for 
payment of a late claim, request for 
an upward adjustment to a claim, or 
action of the state agency affecting 
the sponsor’s participation in the 
program or the claim for 
reimbursement 
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Chapter 4-- 

Child and Adult Care Food Program 
Financial management 
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Section D 

Ohio Department of Education Policies and Guidance 
Allowable administrative costs 
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6. Verify the claim payout to all providers 4.24 

7. Submit a claim for reimbursement 4.24 

8. Revised claims for reimbursement 4.24 
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1. Demand letter 
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Chapter 4 Section A ~ 

Federal Regulations 
Financial management 



§226.10 Program payment procedures 



(a) By the first day of 
each month of operation, 
the State agency shall 
provide an advance pay- 
ment to each institution 
electing to receive such 
payments, in accordance 
with 226.6(b) (10). Ad- 
vance payments shall 
equal the full level of 
claims estimated by the 
State agency to be submit- 
ted in accordance with 
paragraph (c) of this 
section, considering prior 
reimbursement claims and 
other information such as 
fluctuations in enrollment. 
The institution may decline 
to receive all or any part of 
the advance. 

(b) For each fiscal year, 
the amount of payment 
made, including funds 
advanced to an institution. 



shall not exceed the 
amount of valid reimburse- 
ment claimed by that 
institution. To ensure that 
institutions do not receive 
excessive advance pay- 
ments, the State agency 
shall observe the following 
procedures: 

(1) After three advance 
payments have been 
made to an institution, the 
State agency shall ensure 
that no subsequent ad- 
vance is made until the 
State agency has vali- 
dated the institution’s 
claim for reimbursement 
for the third month prior to 
the month for which the 
next advance is to be paid. 

(2) If the State agency 
has audit or monitoring 
evidence of extensive 
program deficiencies or 



other reasons to believe 
that an institution will not 
be able to submit a valid 
claim for reimbursement, 
advance payments shall 
be withheld until the claim 
is received or the deficien- 
cies are corrected. 

(3) Each month the 
State agency shall com- 
pare incoming claims 
against advances to 
ensure that the level of 
funds authorized under 
paragraph (a) of this 
section does not exceed 
the claims for reimburse- 
ment received from the 
institution. Whenever this 
process indicates that 
excessive advances have 
been authorized, the State 
agency shall either de- 
mand full repayment or 
adjust subsequent pay- 
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merits, including advances. 

(4) If, as a result of year 
end reconciliation as re- 
quired by the Department’s 
Uniform Federal Assistance 
Regulations (7CFR Part 
3015), the State agency 
determines that reimburse- 
ment earned by an institu- 
tion during a fiscal year is 
less than the amount paid, 
including funds advanced to 
that institution, the State 
agency shall demand 
repayment of the outstand- 
ing balance or adjust sub- 
sequent payments. 

(c) Claims for Reimburse- 
ment shall report informa- 
tion in accordance with the 
financial management 
system established by the 
State agency, and in suffi- 
cient detail to justify the 
reimbursement claimed and 
to enable the State agency 
to provide the Reports of 
Child and Adult Care Food 
Program Operations re- 
quired under 226.7 (d). In 
submitting a Claim for 
Reimbursement, each 
institution, shall certify that 
records are available to 
support that claim. 

(d) All records to support 
the claim shall be retained 
for a period of three years 
after the date of submission 
of the final claim for the 
fiscal year to which they 



pertain, except that if audit 
findings have not been 
resolved, the records shall 
be retained beyond the end 
of the three year period as 
long as may be required for 
the resolution of the issues 
raised by the audit. All 
accounts and records 
pertaining to the Program 
shall be made available, 
upon request, to represen- 
tatives of the State agency, 
of the Department, and of 
the U.S. General Account- 
ing Office for audit or re- 
view, at a reasonable time 
and place. 

(e) Unless otherwise 
approved by FNS, the 
Claim for Reimbursement 
for any month shall cover 
only Program operations for 
that month except if the first 
or last month of Program 
operations in any fiscal 
year contains 10 operating 
days or less, such month 
may be added to the Claim 
for Reimbursement for the 
appropriate adjacent 
month: however. Claims for 
Reimbursement may not 
combine operations occur- 
ring in two fiscal years. A 
final Claim for Reimburse- 
ment shall be postmarked 
and/or submitted to the 
State agency not later than 
60 days following the last 
day of the full month cov- 



ered by the claim. State 
agencies may establish 
shorter deadlines at their 
discretion. Claims not 
postmarked and/or submit- 
ted within 60 days shall not 
be paid with Program funds 
unless FNS determines 
that an exception should be 
granted. The State agency 
shall promptly take correc- 
tive action with respect to 
any Claim for Reimburse- 
ment as determined neces- 
sary through its claim 
review process or other- 
wise. In taking such cor- 
rective action. State agen- 
cies may make upward 
adjustments in Program 
funds claimed on claims 
filed within the 60 day 
deadline if such adjust- 
ments are completed within 
90 days of the last day of 
the claim month and are 
reflected in the final Report 
of Child and Adult Care 
Food Program Operations 
(FNS -44) for the claim 
month which is required 
under §226.7 (d). 

Upward adjustments in 
Program funds claimed 
which are not reflected in 
the final FNS 44 for the 
claim month shall not be 
made unless authorized by 
FNS. Downward adjust- 
ments in Program funds 
claimed shall always be 
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made without FNS autho- 
rization regardless of 
when it is determined that 
such adjustments are 
necessary. 



(f) If a State agency has 
reason to believe that an 
institution or food service 
management company 
has engaged in unlawful 
acts with respect to Pro- 
gram operations, evidence 



found in audits, investiga- 
tions or other reviews shall 
be a basis for non-pay- 
ment of claims for reim- 
bursement. 



§226.12 Administrative payments to sponsoring organizations for day care 
homes. 



(a) Sponsoring organiza- 
tions for day care homes 
shall receive payments for 
administrative costs. Dur- 
ing any fiscal year, adminis- 
trative costs payments to 
sponsoring organizations 
may not exceed the lesser 
of (1 ) actual expenditures 
for the costs of administer- 
ing the Program less in- 
come to the Program, or (2) 
the amount of administra- 
tive costs approved by the 
State agency in the spon- 
soring organization’s bud- 
get, or (3) the sum of the 
products obtained by 
multiplying each month the 
sponsoring organization’s: 

(i) Initial 50 day care 
homes by 42 dollars: 

(ii) Next 150 day care 
homes by 32 dollars: 

(Hi) Next 800 day care 
homes by 25 dollars: and 

(iv) Additional day care 
homes by 22 dollars. 



(Please see the appendix 
for the rate for the current 
fiscal year.) 

During any fiscal year, 
administrative payments to 
a sponsoring organization 
may not exceed 30 per- 
cent of the total amount of 
administrative payments 
and food service pay- 
ments for day care home 
operations. 

(b) Prospective sponsor- 
ing organizations of day 
care homes, participating 
sponsoring organizations 
of child care centers or 
outside-school-hours care 
centers, independent 
centers, and participating 
sponsoring organizations 
of fewer than 50 homes 
which meet the criteria of 
this paragraph shall be 
entitled to receive start-up 
payments to develop or 
expand successful Pro- 
gram operations in 



daycare homes. The 
State agency shall ap- 
prove start-up payments 
only once for any eligible 
sponsoring organization. 
Sponsoring organizations 
which apply for start-up 
payments shall evidence: 

(1 ) Public or nonprofit 
status in accordance with 
§226.1 5(a), except that 
sponsoring organizations 
which are moving toward 
compliance with the re- 
quirements for IRS tax- 
exempt status must dem- 
onstrate cument tax- 
exempt status under the 
State law and regulations: 

(2) an organizational 
history of managing funds 
and ongoing activities (i.e. 
administering public or 
private programs): 

(3) an acceptable and 
realistic plan for recruiting 
day care homes to partici- 
pate in the Program, which 
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may be based on esti- 
mates of the number of day 
care homes to be recruited 
and information supporting 
their existence (e.g., the 
method of contacting 
providers): and 
(4) acceptable prelimi- 
nary sponsoring organiza- 
tion management plan 
(e.g., plans for preopera- 
tional visits, training). 

The State agency shall 
deny start-up payments to 
applicant sponsoring 
organizations which fail to 
meet any of these criteria 
or which have demon- 
strated financial irresponsi- 
bility in the operation of 
other programs funded by 
Federal, State, or local 
governments. The State 
agency shall notify the 
sponsoring organization of 
the reasons for denial and 
allow the sponsoring orga- 
nization full opportunity to 
submit evidence on appeal 
as provided for in §226.6 
(k). Any sponsoring orga- 
nization applying for start- 
up funds shall be notified of 
approval or disapproval by 
the State agency in writing 
within 30 calendar days of 
filing a complete and 
correct application. If a 
sponsoring organization 
submits an incomplete 
application, the State 
agency shall notify the 



sponsoring organization 
within 1 5 calendar days of 
receipt of the application 
and shall provide technical 
assistance, if necessary, to 
the sponsoring organization 
for the purpose of complet- 
ing its application. 

(c) Applicant sponsoring 
organizations which apply 
for and meet the criteria for 
start-up payments shall 
enter into an agreement 
with the State agency. The 
agreement shall specify: 

(1 )Activities which the 
sponsoring organization will 
undertake to initiate or 
expand Program operations 
in day care homes: 

(2) The amount of start-up 
payments to be issued to 
the sponsoring organization, 
together with a budget 
detailing the costs which the 
sponsoring organization 
shall incur, document, and 
claim: 

(3) The time allotted to the 
sponsoring organization for 
the initiation or expansion of 
Program operations in 
family day care homes: 

(4) The responsibility of 
the applicant sponsoring 
organization to repay, upon 
demand by the State 
agency, start-up payments 
not expended in accordance 
with the agreement. 

(d) Upon execution of the 
agreement, the State 



agency shall issue a start- 
up payment to the spon- 
soring organization in an 
amount equal to not less 
than one, but not more 
than two, month’s antici- 
pated administrative 
reimbursement to the 
sponsoring organization 
as determined by the 
State agency. However, 
no sponsoring organiza- 
tion may receive start-up 
payments for more than 
50 day care homes, and 
eligible sponsoring organi- 
zations with fewer than 50 
homes under their jurisdic- 
tion at the time of applica- 
tion for start-up funds shall 
receive such payments for 
up to 50 homes, less the 
number of homes under 
their jurisdiction. In deter- 
mining the amount of start- 
up payments to be made 
to a sponsoring organiza- 
tion, the State agency 
shall consider the antici- 
pated level of start-up 
costs to be incurred by the 
sponsoring organization 
and alternate sources of 
funds available to the 
sponsoring organization. 

(e) Upon expiration of 
the time allotted to the 
sponsoring organization 
for initiating or expanding 
Program operations in day 
care homes, the State 
agency shall obtain and 
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review documentation of 
by the sponsoring organi- 
zation under the terms of 
the start-up agreement. If 
the sponsoring organiza- 
tion has not made every 
reasonable effort to carry 
out the activities specified 



in the agreement, the 
State agency shall de- 
mand repayment of all or 
part of the payment: 
however, the sponsoring 
organization may retain 
start-up payment for all 
day care homes which 



initiate Program opera- 
tions. No sponsoring 
organization may retain 
any start-up payments in 
excess of its actual costs 
for the expenditures 
specified in the agree- 
ment. 



§226.13 Food service payments to sponsoring organizations for day care homes. 



(a) Payments shall be 
made only to sponsoring 
organizations operating 
under an agreement with 
the State agency for the 
meal types specified in the 
agreement served to 
enroiled nonresident 
children and eligible 
enrolled children of day 
care home providers, at 
approved day care homes. 



(b) Each sponsoring 
organization shall report 
each month to the State 
agency the total number of 
meals, by type (break- 
fasts, lunches, suppers, 
and supplements), served 
to children enrolled in 
approved day care homes. 



(c) Each sponsoring 
organization shail receive 
payment for meals served 
to children enrolled in 
approved day care homes 
at the rate of 72.75 cents 
for each breakfast, 131.25 
cents for each lunch and 
supper, and 39 cents for 
each supplement. (Please 
see the appendix for the 
current rates). 



§226.16 Sponsoring organization provisions. 



(a) Each sponsoring 
organization shall comply 
with ail provisions of 
§226.16. 

(b) Each sponsoring 
organization shali submit to 
the State agency all infor- 
mation required for its 
approval and the approval 
of all child care and adult 
day care facilities under its 
jurisdiction, including; 

(1 ) A sponsoring organi- 
zation management plan, in 



aocondance with §226.6 (f)(2). 

(c) Each sponsoring 
organization shall accept 
final administrative and 
financial responsibility for 
food service operations in ali 
child care and adult day 
care facilities under its 
jurisdiction. 

(e) In addition to records 
required under §226.1 5(e), 
each sponsoring organiza- 
tion shaii maintain the 
foliowing; 



(1) Information concern- 
ing the dates and amounts 
of disbursements to each 
chiid care or adult day 
care facility: 

(i) Disbursements of 
advance payments may 
be withheid from chiid and 
adult day care facilities 
which faii to submit reports 
required by §226.1 5(e). 
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^ Chapter Section B 

Ohio Department of Education Policies and Guidance 
Sponsor payments and financial management responsibilities 



Sponsors of the Child and Adult Care Food Program, family day care homes, may 
receive program payments in the form of administrative funds and operating funds to 
carry-out the program. These are two distinct types of payments, each with unique 
formulas for distribution to the sponsor. This section of the manual provides an 
explanation of these basic payments and an overview of sponsor financiai management 
responsibilities. 



Program payments 

Program payments include several 
different types of financial assistance 
paid to sponsors. They include start- 
up payments, advance payments, 
administrative payments, and 
reimbursement paid or payable to 
sponsors for operating costs (food 
reimbursement payments for 
providers). 

Operating payments (food 
reimbursement payments for 
providers) 

Operating payment are the money 
which sponsors send to family day 
care providers as reimbursement for 
the cost of the children’s meals. Each 
meal type (breakfast, lunch or supper. 



3. 



and snacks) has a federally 
established rate which is adjusted 
Juiy 1 each year by federal authority. 
Sponsors are informed of the rate 
adjustments as soon as the state 
agency receives them. The rate paid 
for meals in the Child and Adult Care 
Food Program from July 1 , 1994, 
through June 30, 1995, is: 

Breakfast $ .8275 

Lunch or supper $1 .5050 

Snacks $ .4475 

Administrative payments and 
iimits on administrative payments 

Administrative payments are an 
entitlement allowed soonsors for 
recruiting providers and managing 
the required aspects of the program. 



o 
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Sponsors are eligible to receive 
assistance with administrative costs 
based on the lesser of 

a. The number of family day care 
providers claiming meals each 
month multiplied by the maximim 
monthly administrative 
reimbursement rates. These 
rates are adjusted annually by 
Congress. The maximum monthly 
administrative rates for July 1 , 
1994, through June 30, 1995, are 
1 -50 homes $69 

51 - 200 homes $53 

201 - 1000 homes $41 

Each home over 1000 $36 



b. Actual expenditures for the costs 
of administering the program 

c. The amount of administrative 
costs approved by the state 
agency in the annual budget 

In addition, administrative costs 
may not exceed 30% of the 
administrative and food service 
payments for daycare home 
operations. This figure is 
determined by multiplying the year- 
to-date value of meal payments to 
providers by .4286. 

Each month ODE calculates a year- 
to-date total as part of the payment 
process. The actual administrative 
payment to sponsors is the lowest 
figure based on the information 
detailed above. 



4. Advance payments 

a. All sponsors may choose to 
receive advance administrative 
payments or a portion thereof. 

The state agency will issue the 
advance payment by the first day 
of each month the sponsor 
operates the program. 

b. Sponsors may request advance 
payments with the program year 
application or anytime during the 
fiscal year. The amount of the 
advance may be revised during 
the fiscal year. 

c. The first advance of a fiscal year 
may equal the sponsor’s average 
monthly earnings during the six 
most recent months of operation, 
or the amount estimated by the 
state agency as allowable. 

d. Advance payments may not 
exceed actual and valid 
administrative costs or allowed 
earnings. Each month, incoming 
claims will be compared against 
advances to ensure the advance 
does not exceed the valid 
reimbursements. If the advance 
is too h'gh, the amount will be 
renegotiated by the state agency 
and the sponsor. 
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e. Advances may be withheld if the 
state agency has evidence of 
program deficiencies or other 
reasons to believe the sponsor 
cannot submit a valid claim for 
reimbursement. Withholding will 
continue until the situation is 
corrected. 

f. State agency policy excludes 
advance payments for provider 
meal costs. 

5. Interest income 

Sponsors are permitted to deposit 
advance administrative payments in 
interest bearing accounts. An annual 
report detailing the interest earned 
and the planned use of the funds for 
the fiscal year must be sent witli the 
claim for September. The sponsor 
must use these funds for allowable 
administrative costs. 

Ohio policy requires sponsors to also 
include in this report interest earned 
on all operating funds deposited in 
interest bearing accounts prior to 
distribution to providers. 

6. Minimum sponsor financial 
management responsibilities 

The sponsor must establish a 
financial management system that 
will allow the sponsor to 

a. Support all source documents 



b. Record the receipt, deposit, and 
distribution of funds and contain 
information pertaining to 
reimbursement from federal 
funds, authorizations, obligations, 
unobligated balances, assets, 
liabilities, outlays, and income 

c. Submit a claim to ODE no later 
than 60 days after a claim month 

d. Reimburse providers within 5 
days of receipt of payment from 
ODE 

e. Maintain accurate, current, and 
complete accounting records 

f. Maintain effective control over, 
and accountability for all funds, 
property, and other program 
assets to assure they are 
safeguarded and used solely for 
authorized purposes 

g. Compare actual outlays with 
budgeted amounts 

h. Arrange independent audits to 
determine the fiscal integrity of 
financial transactions and reports 
and compliance with laws, 
regulations, and administrative 
requirements 

i. Conduct systematic, timely, and 
appropriate resolutions of audit 
findings and recommendations 
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'--Chapter 4 Section C~ 

Ohio Department of Education Policies and Guidance: 
Start-up and expansion payments 



o 
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New sponsors with fewer than 50 active providers are eligible to receive start-up funds 
to assist in program administration and provider recruitment. Start-up payments are 
defined as financial assistance made available to a sponsoring oiganization for its 
administrative expenses associated with developing or expanding a food service 
program in day care homes aiid initiating successful program operations. Start-up 
payments are available only once to a sponsor. 

Further assistance with expansion efforts into rural and low income areas through a 
one-time use of federal expansion funds may be obtained by sponsors who have 
already used start-up payments or who have more than 50 homes and are no longer 
eligible for start-up payments. Rural is defined as any area in a county which is not part 
of a Metropolitan Statistical Area, or any pocket within a Metropolitan Statistical Area 
which, at the option of the state agency and with Midwest Regional Office concurrence, 
is determined to be geographically isolated from urban areas. Low income areas are 
defined as any areas in which poor economic conditions exist. These are areas in 
which 50 percent of the children are eligible for free or reduced-price school meals as 
determined by information provided from departments of human services, zoning 
commissions, census tracts, by the numbers of free and reduced-price lunches or 
breakfasts served to children attending public and nonprofit private schools located in 
the area of program food service sites, or from other appropriate sources. 



1 . Start-up payments for sponsors 
with fewer than 50 providers 
a. Sponsor :]uirements 

• be a public or non-profit 
organization 

• have a history of successfully 
managing funds and on-going 
activities 

• have an acceptable and realistic 
plan for recruiting day care 
homes 



• have an acceptable preliminary 
management plan 

b. Start-up funds avaiiable to 
sponsors 

• one time start-up payment equal 
to not less than one, but not 
more than two, month’s 
administrative reimbursement for 
not more than 50 homes. 
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• sponsors with fewer than 50 
homes shall receive payment for 
up to 50 homes minus the 
number of currently active 
homes. 

• sponsors may not retain start-up 
payments in excess of actual 
costs. 

State agency expectations of 
sponsors 

The following are expected of 
sponsors who receive start-up 
payments. 

• expansion of day care home 
participation according to the 
approved plan within a 
reasonable period of time, 
usually six months, but not more 
than twelve months. 

• repayment to ODE of start-up 
payments if a reasonable effort 
to carry out the activities was not 
made, if funds were not 
expended, or if funds were 
incorrectly expended. However, 
if good faith effort is made to 
recruit, and if the funds are 
correctly spent, the sponsor may 
keep all start-up payments 
regardless of the number of 
homes successfully recruited. 

Expansion funds for sponsors 
with more than SO providers or 
those who have already used 
start-up payments, 
a. Sponsor requirements 
• develop an acceptable and 
realistic plan for recruiting day 
care homes including specific 
activities the organization will 
undertake. 

Ohio Department of Education Family Day Care Sponsor's Manual 



• provide detail of the amount of 
expansion funds needed and 
planned use. 

• estimate the time needed for the 
project. 

• document that the expansion 
area meets rural or low-income 
standards. 

b. Expansion funds available to 
sponsors 

• expansion payment equal to not 
less than one, but not more than 
two, month's administrative 
reimbursement for not more 
than 50 homes. 

• sponsors may not retain 
expansion payments in excess 
of actual costs. 

c. State agency expectations of 
sponsor's 

The following are expected of 
sponsors who receive expansion 
funds; 

• expansion of day care home 
participation within the grant 
time frame (not to exceed 1 2 
months). 

• repayment of funds not 
expended or incorrectly 
expended. However, if good 
faith effort is made to recruit, and 
if the funds are correctly spent, 
the sponsor may keep all 
expansion payments regardless 
of the number of homes 
successfully recruited. 
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~ Chapter 4 Section D 






Ohio Department of Education Policies and Guidance 
Allowable administrative costs 



This section of the manual highlights and paraphrases Office of Management and 
Budget circular A-122 (6-27-80) afi^ FNS Instruction 796-2. The text, for the most part, 
follows the sequence of the discussion in A-122 with additional input from the FNS 
Instruction. For a complete discussion read all of A-122 and FNS Instmction 796-2. A 
third document, U.S. Department of Agriculture 7CFR, Part 3015, Uniform Federal 
Assistance Regulations, standardizes and supports the administration of USDA grants 
through circular A-122 (and A-102). 




1 . 



Definition of aliowabie 
administrative costs 

Allowable administrative costs are 
defined as costs incurred by an 
institution as necessary and 
reasonable for planning, organizing, 
and managing a food service under 
the program, and allowed by the 
state agency financial management 
instruction. In general allowed costs 
are divided into direct or indirect 
expenses used to administer the 
program. 



2. Determining an aliowabie 
administrative cost 

a. The cost must be reasonable and 
necessary to perform program 
responsibilities. That is, it must 
not exceed what a prudent person 
would spend for a similar item or 



service under a similar situation 
ano time frame. Reasonable 
costs are for ordinary and 
necessary items or services, and 
are required for generally 
accepted sound business 
practices. Reasonable costs meet 
all federal and state laws and 
regulations and terms and 
conditions of the award. When a 
conflict of interest might be 
questioned, reasonable costs 
would be negotiated with arms 
length bargaining procedures. 

Any significant deviation from 
established practices of the 
sponsor agency, which might 
unjustifiably increase program 
costs, would not be considered a 
reasonable and necessary 
administrative cost. 
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b. The cost must be applied 
consistently within the 
organization. 

c. The cost must be based on 
generally accepted accounting 
principles. 

d. The cost may not be used to meet 
the matching requirement or cost 
sharing of any other federally 
financed program in the current or 
prior years. 

e. The cost must be adequately 
documented. 

3. Allocating costs 

A cost can be allocated to the family 
day care program if it will benefit the 
family day care program and is 
necessary to the over all operation of 
the sponsoring organization. The 
cost must be applied to the family 
day care program in the same way it 
is applied to other parts of the 
organization. 

4. Advance approval 

Whenever a sponsor expects to incur 
an unusual cost or one that requires 
prior approval, ODE shall be 
contacted for a written agreement in 
advance of incurring the expense to 
secure approval for the expense. 

5. Applicable credits 

When a sponsor receives a credit for 
a service or an item purchased with 
program funds, the value must be 
credited to the program as either a 
cost reduction or a cash refund. 



Examples of credits include 
donations of cash which are specified 
by the donor for program 
administration, local, state, or federal 
public funds, or rebates for 
purchases of supplies, capital 
equipment, or services. 

6. Direct costs 

Direct costs are those that can be 
assigned spedfically to the family day 
care program, examples are salaries, 
travel, and training. Direct costs must 
be fully documented througfi the use 
of time and attendance sheets, 
mileage logs, purchase invoices, 
cancelled checks, and similar 
records. A cost cant'iot be 
considered as both a direct and an 
indirect cost. 

7. Indirect or prorated costs 

When a sponsor manages several 
programs or activities while also 
sponsoring day care homes, some of 
the costs for administering the 
programs may be shared. Costs 
such as occupancy, telephone 
services, use of duplicating systems, 
salaries for administrative personnel, 
accounting and other agency 
management, which cannot be 
specifically assigned to one program 
may be prorated on a consistent and 
rational basis. The sponsor must 
have a reasonable and equitable plan 
with supporting formulas and 
documentation for assigning a 
percentage of the total to family day 
care home administrative costs. The 
following charts suggest a variety of 
formulas to document indirect costs; 
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9. Typical allowable costs 

a. Accounting: establishing and 
maintaining accounting and other 
information systems required for 
program management (see item 

1 1 in this section for accounting 
expenses that are not allowed). 

b. Advertising: media services 
(newspapers, magazines, radio, 
television, direct mail, trade 
papers) to recruit personnel, 
procure goods and services, or 
for other purposes specifically 
approved by the state agency in 
response to written requests. 

c. Audit services: audits necessary 
for the administration and 
management of the family day 
care program. 

d. Bonding costs: premiums on 
bonds covering employees who 
handle program funds. 

e. Capital expenditures and 
nonexpendable equipment: items 
costing $500 or more with a 
useful life of more than two years. 
Purchase of equipment or other 
capital expenditures requires prior 
approval by the state agency. 
Items with a cost of $1 0,000 or 
more require compliance with 
sealed invitation for bid 
procedures. 

f. Central storage: maintaining and 
operating a central stores 
organization for food and nonfood 
supplies or records. 



g. Communications: telephone, 
telegraph, postage, and 
messenger services. 

h. Consultants and professional 
services: fees for services such 
as nutrition education, training, 
legal, and accounting assistance. 

i. Compensation for administrative 
labor: reasonable salaries and 
benefits for administrative staff 
needed to support program 
activities. Payroll records are 
required to document costs. 
Distribution of salaries and wages 
of employees charged to more 
than one program must be 
supported by appropriate time 
studies and must document an 
equitable distribution of time and 
effort. 

j. Depreciation of nonexpendable 
equipment: depreciation is the 
expense associated with physical 
deterioration and loss in value of 
equipment used in the program 
over a given period of time. It is 
based on acquisition costs or the 
reasonable cost of acquiring an 
item. Property that has a useful 
life expectancy of more than two 
years and which costs $500 or 
more per unit is considered 
nonexpendable equipment. 
Depreciation, or the loss in value 
of nonexpendable equipment, 
may be claimed as an allowable 
operating cost over a period of 
years, until the full purchase price 
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of the equipment is covered. The 
depreciation method must result 
in fair charges considering the 
use of the equipment and the 
benefits to the program. No 
depreciation may be allowed on 
any other federally funded 
equipment or on any assets or 
equipment considered fully 
depreciated, idle, obsolete, or 
donated. 

k. Legal expenses: fees for legal 
assistance required in family day 
care program administration (see 
item 1 1 in this section for those 
legal expenses that are not 
allowed). 

l. Maintenance and repair: 
necessary maintenance, repair, or 
upkeep of equipment and 
buildings. 

m. Meetings and conferences: costs 
associated with CACFP related 
meetings and conferences, such 
as facility rental, speakers fees, 
meals, and educational materials. 

n. Memberships, subscriptions, and 
professional activities: fees to 
civic, business, professional, and 
technical organizations, and 
periodicals that directly relate to 
the CACFP. 

0 . Mileage allowance: mileage is 
allowed for vehicles owned by an 
institution or one of the 
institution’s employees when 
used for program administrative 



duties, such as visits to sites to 
monitor or to participate in 
training. A mileage allowance of 
not more than the state agency’s 
prevailing rate or the sponsor's 
rate, whichever is less, may be 
charged to the program. The 
mileage allowance is considered 
the full cost for operating a vehicle 
including fuel, depreciation, 
insurance, and maintenance. It 
excludes the driver’s salary. 

p. Participant support costs: costs 
for supportive activities for 
providers - newsletters, training 
costs, program supplies directly 
related to the CACFP. 

q. Payroll preparation: preparing 
and maintaining necessary 
related wage records when the 
expenditures are not already part 
of an indirect cost pool. 

r. Personnel administration: 
recruitment, examination, 
classification, establishment of 
pay standards, training, and 
related activities are allowed 
when the expenditures are made 
for CACFP purposes. 

s. Printing and reproduction: when 
the expenditures are made for 
program purposes. 

t. Procurement sen/ices: soliciting 
bids, preparing and awarding 
contracts, and all phases of 
contract administration to obtain 
supplies, equipment, and sen/ices 






for the program. 
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u. Supplies: tangible items of 
property with a unit cost of less 
than $500. They may include 
consumable office supplies such 
as paper products, and items of 
equipment costing less than $500 
per unit. 

V. Taxes: taxes or payments in lieu 
of taxes, which the sponsor is 
legally required to pay. 

w. Training: costs of training and 
administering a CACFP education 
program including demonstration 
supplies, texts, training materials, 
instructor fees, and facility costs. 

X. Travel: out-of-state travel costs 
must be approved in writing by 
the state agency. Policies must 
conform to written requirements 
established by the loval agency 
for its general operation or, 
without these policies, must 
(xinform to travel policies applied 
to the state agency. Approved 
costs include reasonable costs for 
transportation, lodging, food, and 
related items incurred by 
employees of the agency who are 
in approved travel status on 
CACFP business. 

1 0. Allowable costs with prior written 
approval of the state agency 

a. Automatic data processing: the 
cost of data processing services 
for the program. The cost may 
include equipment purchase, 
rental purchase agreements, 
lease, or depreciation. 



Acquisition of equipment by any 
method requires prior approval of 
the specific item. 

b. Building space and related 
services: Use allowance 
When office space is owned by 
the sponsor, the charge to family 
day care for space used must be 
based on a use allowance. In 
calculating the use allowance 
charge for family day care office 
space, the overall annual cost of 
operating the building is 
converted into a cost per square 
foot of space for the entire 
building. The portion of the 
annual cost charged to family day 
care is determined by multiplying 
the actual square footage of 
space used by family day care by 
the cost per square foot. The cost 
of utilities, insurance, security, 
grounds upkeep, repairs, 
alterations, property taxes, and 
the like are allowed as part of the 
square foot cost. When included 
in this calculation they may not be 
included in any other charges to 
the program. Costs of 
rearrangements and alterations of 
facilities required to operate the 
program or costs of work that 
materially increases the useful life 
of the facilities are allowed with 
specific prior authorization. Costs 
for periods of nonoccupancy must 
have prior authorization from 
ODE. 

The following is an example of a 
use allowance charged to family 
day care for occupancy: 






Ohio Department of Education Family Day Care Sponsor's Manual 



ChipUr Topic: Financial management 



Section Topic: ODE Policias and Guidance: Allowable administrativa costs 

Date letued: August 1993 Daterevleed: 



Chapter: 4 



Section: D 



Page: 



4.20 



6b 



r 






r 

L 



An agency owns a building and 
caculates the annual cost of 
comparable space, and of utilities, 
insurance, security, grounds 
upkeep, taxes, and repairs to be 
$25.00 per square foot. 

Family day care uses 500 square 
feet of space x $25.00 = $1 2,500 
per year use allowance for the 
CACFP office space. If another 
program also uses the 500 square 
feet of space for 25% of a day, the 
family day care portion is reduced 
by 25% or $3,125, leaving family 
day care with $9,375 as an annual 
occupancy cost. 

c. Building space and related 
services: Rent/lease agreement 
When the sponsor rents a facility, 
the family day care rental or lease 
cost is determined by prorating the 
total office space rent or lease fees 
by the amount of space and time 
occupied by family day care. 

These charges may include 
utilities, insurance, security, 
grounds upkeep and maintenance. 
Any charge included in this overall 
cost may not be charged 
separately to the program. For 
example, if maintenance is 
included in the overall cost, it may 
not appear again in the form of a 
monthly maintenance expense. 
Costs for periods of nonoccupancy 
must have prior authorization from 
ODE. 

As an example, an agency rents or 
leases 500 square feet of office 
space from an outside source for 



$1 2,500 per year. The total cost 
of the rent is assigned to family 
day care if it is the only program 
housed in the space. If another 
program also uses the 500 
square feet of space for, say, 

25% of a day, the family day care 
portion would be reduced by 25% 
or $3,1 25, leaving family day care 
with $9,375 as an annual 
occupancy cost. 

d. Insurance and indemnification: 

• costs of insurance required or 
approved and maintained as a 
part of the program agreement 
are allowable. 

• costs of other insurance for 
general program activities are 
allowed except type, extent, and 
costs must be in accordance 
with general state or local 
government policy and sound 
business practices. 

• costs of insurance or of 
contributions to any reserve 
covering the risk, loss, or 
damage to federal government 
property are not allowed except 
if the Food and Nutrition Service 
has required or approved such 
costs. 

• contributions to a reserve for 
self-insurance are allowed if the 
type of coverage, extent, and the 
rates and premiums would have 
been allowed had insurance 
been purchased through an 
outside insurer to cover the 
risks. 
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e. Management studies: the cost of 
local management studies to 
improve the effectiveness and 
efficiency of ongoing program 
activities. 

f. Professional services: cost of 
professional services by 
individuals or organizations not a 
part of the local agency. 

11. Typical unallowable costs 

a. Accounting records: the cost of 
maintaining central accounting 
records for an agency with 
multiple programs to meet 
organization requirements for 
overall federal, ^ate, or local 
government purposes is not 
allowed except as an indirect cost 
calculated by an approved rate. 

b. Bad debt: any losses arising from 
uncollectible accounts and other 
claims, and related collection and 
legal costs are not allowed. 

c. Contingencies: contributions to a 
contingenc/ reserve or any 
similar provision for unforeseen 
events. 

d. Contributions and donations: 
federal funds cannot be used as 
contributions or donations. 

e. Entertainment: amusements, 
social activities, ceremonials, and 
incidental costs such as meals, 
beverages, lodging, rentals, 
transportation, and gratuities. 



f. Fines and penalties: costs 
resulting from failure to comply with 
federal, state, and local laws and 
regulations. 

g. interest and other financial costs: 
interest paid or professional fees 
paid on loans, bond discounts, 
financing and refinancing 
operations, and legal and 
professional fees, except when 
authorized by federal legislation or 
except when approved by the state 
agency as part of rental cost of 
space are unallowable. 

h. Legal expenses: prorating the cost 
of maintaining a legal staff which 
has general responsibilities is not 
allowed. Legal expenses for the 
prosecution of claims against the 
federal government or the grantee 
are also not allowed. 

i. Legislative expenses: salaries and 
other expenses of the state 
legislature and similar local 
governmental bodies, whether 
incurred for purposes of legislation 
or executive direction. 

j. Political or partisan costs: grant 
funds may not be used for partisan 
or political advocacy purposes. 
(0MB Memorandum M-82-4, April 
26,1982.) 

k. Provider approval: costs 
associated with helping providers 
become approved for the CACFP 
or to obtain licensure or approval 
for child care. 
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- Chapter 4 Section E 

Ohio Department of Education Policies and Guidance 

Claim reimbursement 



Sponsors must submit to thG Ohio Dopartmont of Education a monthly claim for 
reimbursement for administrative and operating costs to receive the funds needed for 
program administration and provider meal costs. This section of the manual details the 
procedure to be followed so that sponsors receive timely payments. 




1 . Set timelines for provider claim 
submission 

Sponsors should establish due dates 
for receipt of menus and meal 
attendance records from providers. 
Since providers cannot count meals 
before serving them, sponsors must 
establish due dates that are after the 
end of the claim month. Records 
should not be submitted for payment 
until all meals have been served and 
counted by providers. The due date 
is usually in the first week of the new 
claim month. For example, the due 
date for January records might be 
February 5. Any records received 
aftnr the due date would be 
processed late and involve late 
payment to the provider. 

2 . Verify individual claims 

The individual provider's claim must 
be validated as accurate. If the 
sponsor cannot validate the claim, if 
questions exist about child 
enrollments, numbers uf meals 



claimed, income eligibility of own or 
residential children, or other similar 
issues, the sponsor may withhold 
from the provider all or part of the 
meal payment . Please contact the 
state agency for guidance. 

3. Verify provider claims and 
caiculate administrative costs 
prior to claim submission 

Monthly claims for operating and 
administrative costs should be 
submitted to the Ohio Department of 
Education as soon as menus and 
meal counts can be verified and 
administrative costs determined. 

4. Fill out the claim completely and 
accurately 

Directions for completing the CACFP 
Claim for Reimbursement are on the 
back of the form. All information 
requested must be correct and 
complete for the claim to be 
processed. Common errors can be 
avoided by correctly entering the: 




o 

ERIC 
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a. Sponsor IRN number 

This is a payment identification 
number. It appears on the annual 
application approval form and on 
each month’s pay warrant (check) 
the sponsor receives from the 
Ohio Department of Education. 

b. Provider and meal count numbers 

c. Total administrative costs 

5. Attach a summary of provider 
activity to each claim 

The purpose of the summary is to 
document the number of meals 
claimed and payments made to 
providers. The summary should 
identify 

a. Each provider by name 

b. The number of meals claimed by 
type 

c. The reimbumement claimed for 
each provider 

d. The total reimbursement for all 
providers 

6. Verify the claim payout to all 
providers 

Sponsors should verify the amount 
they expect to pay providers each 
claim month. Do this by first 
multiplying the current rate per meal 
by the number of meals reported on 
the face of the claim. Compare this 
figure with the sum obtained by 
adding individual provider payments 
listed on the summary of provider 
activity. If the two totals are different, 
both the CACFP Claim for 
Reimbursement and the summary of 
provider activity which accompanies it 



should be recalculated until the totals 
agree. Differences indicate 
mathematical errors. 

Double checking all information and 
figures will help prevent delays in 
processing payments. 

7 . Submit one or more claim(s) for 
reimbursement 

Sponsors must submit a monthly 
claim for reimbursement to the Ohio 
Department of Education to receive 
administrative and operating funds. 
The claim must include administrative 
and operating expenditures for one 
month only. Sponsors must send a 
supplemental daim(s) to revise meal 
counts or administrative costs for a 
previous month. These changes 
must appear on the month in which 
they occured 

a. Regular claim for operating and 
administrative costs 

This is the first claim for 
reimbursement submitted by a 
sponsor for a claim month. This 
claim should include only 
administrative and operating 
costs for this month. Please 
follow the directions on the back 
of the CACFP Claim for 
Reimbursement, form FDCH 005, 
when completing regular or 
supplemental claims. 

For prompt payment, the regular 
claim for operating and 
administrative costs should be 
sent to the state agency by the 
first or second week of the month 
following the claim month. 
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Sponsors are asked, whenever 
possible, to revise a claim no more 
than one time. 

If several revisions are possible or 
anticipated, it is suggested that 
revisions for that month be collected 
and sent as one revised claim near 
the end of the 60 day deadline. 

Please note: The sponsor does not 
receive a separate check for a 
revised claim. All revisions received 
by ODE before the next regular 
payment are calculated together as 
one and paid as oart of the next 
check to the sponsor. 



9. 60 day limit on claim submission - 
October through August 

Sponsors have 60 days to sumbit 
claims for reimbursement for October 
through August. In September, 
sponsors must submit a claim or a 
revised claim within 45 days after the 
end of the claim month. 

Federal regulations allow payment 
for administrative and operating costs 
within 60 calendar days after the end 
of a claim month. Any claim from the 
sponsor postmarked beyond the 60 
days will be denied payment. If a 
claim is submitted toward the end of 
this period, sponsors are advised to 
obtain proof of the mailing date from 
the mailing source so there is no 
question. The postal date stamped 
by the sponsor’s postage machine is 



not accepted as proof of the mailing 
date. 

Claims are often sent near the 60 day 
deadline when a revision of a 
previous claim is needed. Sending a 
first request for payment of operating 
or administrative costs 30-60 days 
after the end of a claim month is 
considered poor management on the 
part of the sponsor and unfair to a 
provider as s/he must wait two to 
three months to receive payment for 
meals. 

10. 45 day limit on claim submission 
for September 

All claims and revised claims for 
September must be postmarked 
within 45 days after the end of 
September. This requirement is 
related to ODE closing functions at 
the end of the fiscal year. 

1 1 . One-time exception to the 60 day 
limit 

A one-time exception to the 60 day 
limit on claim submission is allowed 
within a 36 month period. This 
exception allows sponsors payment 
for a processing timeline error once 
every three years. If a sponsor 
submits a late claim, the state agency 
will return the claim to the sponsor 
with information about how to obtain 
the exception. 

Adjustments of prior months may be 
requred due to state agency or 
sponsor review findings or when 
errors are discovered for a variety of 
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reasons. Upward adjustments can be 
honored only when required by state, 
regional, or federal reviews or audits. 
Downward adjustments can be 
honored at any time. 

1 2. Keep copies of all records 
supporting each claim 

Sponsors must keep records 
supporting each month’s claim for 
reimbursement for three past plus the 
current program year or until all 
findings are resolved. Filing 
administrative cost records, menus, 
and meal attendance forms by month 
makes it easier for the sponsor to 
assemble information for reviews and 
audits. 

1 3. Understand ODE claim processing 
procedures to facilitate timely 
payments 

The ODE fiscal department processes 
claims for reimbursement once in the 
middle of each week. This means if a 
claim is received after mid-week, it 
may not be processed until the middle 
of the following week. To facilitate 
prompt payment it is recommended 
that sponsors submit their claims 
within the first 1 2 days of a month. 

1 4. ODE'timeline for administrative and 
operating cost payment to 
sponsors 

Federal regulations allow the state 
agency 45 days from receipt of a 
claim to process payment back to the 
sponsor. However, every effort is 
made to return payment within three 



^ 

to four weeks after a claim is 
received. Holidays, such as 
Christmas, New Year, and 
Thanksgiving may oxiend the period. 
Close-out of financial transactions at 
the end of the fiscal year may also 
delay payment. The state fiscal year 
ends June 30. Sending the claim for 
reimbursement to the state agency 
within the first ten days of June may 
help the spoosor avoid extended 
delays. 

1 5. Pay providers within 5 working 
days 

Sponsors must mail checks to 
providers within five working days 
after the sponsor receives 
reimbursement from the state 
agency. When possible, local checks 
should be printed while the state 
agency is processing the sponsor’s 
claim to be ready to mail as soon the 
reimbursement check is received 
from the state agency. It is the 
responsibility of the sponsor to have 
a plan in place to make sure the five 
day requirement is met. 

16. Adjust overpayments and 
underpayments within the fiscai 
year 

Sponsor administrative and operating 
payments will be adjusted monthly to 
correct overpayments or 
underpayments. The state agency 
makes mid-year adjustments by 
adding to or subtracting from the 
sponsor 's next payment. 
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17. Adjust overpayments 

underpayments at the end of the 
fiscal year 

All administrative or operating cost 
revisions must be submitted within 60 
days after the September 30 end of 
the fiscal year (November 29). If at 
this point it is determined that a 
sponsor has been overpaid or 



underpaid for operating or 
administrative costs, the amount is 
resolved by check. Overpayments 
are returned to the state agi^ncy by 
check made payable to the Ohio 
Department of Education, Division of 
Child Nutrition Services. 
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Ohio Department of Education Policies and Guidance 
Sp unsor responsibility for collecting provider overclaims 
and suspension or waiver of overpayments 
by the state agency 

Sponsors are responsible for complying with all provisions of §226.1 5. In addition, 
sponsors accept final administrative and financial responsibility for the food senrice 
operations in all day car .omes and are required to provide adequate supervisory and 
operational personnel for the effective management and monitoring of the program. As 
discussed earlier in this chapter, sponsors are responsible for verifying provider meal 
attendance records and for submitting an accurate and valid monthly claim for 
reimbursement to the state agency for operating and administrative costs. 

The state agency recognizes that even sponsors who comply with all program 
requirements occasionally will encounter a situation where a provider has overclaimed 
meals and the sponsor is unable to recover the overclaim. Federal regulations do not 
directly address sponsor financial liability and responsibility when provider overclaims 
are uncollectable. However, the state agency has the authority to waive or suspend 
repayment of the overclaim if the sponsor has made a diligent effort to collect the 
overclaim. Such actiori will be taken only when it is demonstrated the program is best 
served by not collecting payment for the overclaim. This part of the manual describes 
sponsor responsibilities for collecting the overclaim based on ODE interpretation of 
§226.6(k), 226.7(k), 226.10, and 226 25(e) of the federal regulations and FNS Instruction 

494-3, Rev. 1 . 



1 . Demand letter 

A demand letter is the official 
notification to a provider demanding 
payment for provider overclaims. It 
specifies the basis for the 
overpayment, the amount owed, and 
the date by which the payment is to 
be returned to the sponsor. If the 
letter is not delivered in person, it 
should be sent by certified mail with 
return receipt requested. 

Ohio Department of Education Family 

Chapter Topic: Financial management 



Waiver and suspension 

Waiver and suspension are the 
actions taken by an authorized state 
agency official within the restrictions 
of this guidance to suspend or waive 
a portion or all of an overpayment 
owed by the sponsor to the state 
agency on behalf of a provider. 
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Diligent effort: Sponsor 
responsibilities for collecting the 
overpayment 

When a sponsor has determined a 
provider has been overpaid, it must 
follow the procedure outlined below in 
an attempt to recover the 
overpayment: 

a. Issue demand letters for 
repayment of an overclaim 

A total of three progressively 
stronger demand letters shall 
normally be sent by the sponsor to 
the provider at 30 day intervals. 
Fewer letters may be sent if the 
provider responds to the first or 
second demand letter with a 
commitment to repay the claim, if 
there is indication that further 
demand would be futile, or if an 
appeal has been filed. The 
issuance of demand letters is 
suspended during the appeal 
period pending the outcome. All 
letters should be sent by certified 
mail, return receipt requested. 
Sponsors must document the date 
the provider received and signed 
for the letters. 



check, negotiating a satisfactory 
repayment schedule, or from 
future claims. (Repayment from 
future claims is an option only if 
the overpayment was not the 
result of deliberate 
misrepresentation on the part of 
the provider.) 

4) the right of the provider to 
appeal, when appropriate. 

c. The second demand letter 

A second demand letter, reiterating 
the options and requirements of the 
first letter, is sent to the provider on 
the thirty-first day after sending the 
first demand letter if 

1 ) the overclaim has not been paid 
or payment arranged as required 
in the first letter 

2) nothing has been received in 
writing indicating the provider 
refuses to pay the overclaim 

3) the provider has not filed an 
appeal within the 30 days after 
the first demand letter 

4) the state agency has determined 
that further action should be 
pursued 



The first demand letter 

This letter must be sent to the 
provider as soon as the sponsor 
determines the provider received 
an overpayment(s). The letter 
must notify the provider of 

1 ) the amount deducted from the 
current claim to offset the 
overpayment(s) 

2) the amount still due 

3) opportunities for the provider to 
reimburse the overpayment by 



The third demand letter 

A third demand letter shall be sent to 
the provider on the thirty-first day after 
the mailing of the second letter if 

1) the overclaim has not been paid 
or written arrangements made 
for repayment 

2) nothing has been received in 
writing indicating the provider 
refuses to pay the overclaim 

3) the state agency has determined 
that further action should be 



pursued 
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4. Collection process 

The preferred method for collecting 
an overpayment from a provider is 
with a check for the total amount 
owed within 30 days after the first 
demand letter is sent to the provider. 

If the provider has not or refuses to 
pay the overpayment, a sponsor may 
consider the use of a collection 
agency or legal action to recover the 
overpayment. 

5. Sponsor reporting requirements 

Accurate records must be kept by the 
sponsor documenting reasons for the 
overpayment and the process taken 
to collect it. Certified mail receipts 
and copies of all letters should be 
maintained along with all other 
related correspondence. 

6. Sponsor repayment of provider 
overciaims to the state agency 

Overpayments collected from 
providers must be returned by the 
sponsor to the state agency. They 
may be repaid by check made 
payable to the Ohio Department of 
Education, Division of Child Nutrition 
Services. Sponsors may also repay 
the overclaim by reducing the meal 
counts from subsequent claims by 
subtracting the value of the 
overclaim. Either method shall 
include a letter of explanation to the 
state agency with 

a. The provider’s name 

b. The amount due 

c. Reason for reclaiming the j 

overpayment j 

d. Month, year, number, and type of 
meals involved In the repayment 



7. ODE may suspend or waive 
repayment of an overciaim 

The decision to suspend or waive 
repayment of an overclaim is based 
on three conditions. Each condition 
must be addressed individually and 
fully documented in the sponsor’s 
records. The conditions are: 

a. Verification that the sponsor was 
not primarily responsible for the 
problem. Documentation must 
show that improper action was 
not caused by sponsor 
negligence or impropriety, but 
resulted from a cause outside the 
agency’s responsibility. 

b. Verification that the sponsor has 
initiated corrective action. The 
sponsor must demonstrate that 
specific action has been initiated 
to correct the problem and detail 
how the action will resolve the 
deficiency. 

c. Verification that the sponsor has 
made a diligent effort to collect 
the overpayment. Diligent effort is 
detailed in this chapter. It could 
result in none or only a portion of 
the overpayment being 
recovered. 

The state agency will then review the 
claim and determine if collection is 
not cost effective or if the program 
would be harmed more by the 
collection and the claim should not be 
pursued. If such is the case the 
overpayment will be waived and the 
sponsor is not responsible for 
repayment. 
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Chapter 5 Section A 

Federal Regulations 
Personnel management 



o 
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§226.15 Institution provisions. 

(c)Responsibility. ity for Program opera- 

Each institution shall tions. No institution may 

accept final administrative contract out for manage- 
and financial responsibil- ment of the Program. 



§226.16 Sponsoring organizations provisions. 



(a) Each sponsoring 
organization shall comply 
with all provisions of 
§226.15. 

(b) Each sponsoring 
organization shall submit 
to the State agency all 
information required for 
its approval and the 
approval of all child care 
and adult day care facili- 
ties under its jurisdiction, 
including: 

(1) A sponsoring 
organization manage- 
ment plan, in accordance 
with §226.6{f)(2): 

(2) An application for 
participation, or renewal 
materials, for each child 
care and adult day care 



facility accompanied by 
all necessary supporting 
documentation; and 

(3) Timely information 
concerning the eligibility 
status of child care and 
adult day care facilities 
(such as licensing/ap- 
proval actions). 

(c) Each sponsoring 
organization shall accept 
final administrative and 
financial responsibility for 
food service operations in 
all child care and adult 
day care facilities under 
its jurisdic'<)on. 

(d) Eac'^ ;:ponsoring 
organization shall provide 
adequate supervisory 
and operational person- 



(d) Staffing. Each 
institution shall provide 
adequate supervisory 
and operational person- 
nel for management and 
monitoring of the Pro- 
gram. 



nel for the effective man- 
agement and monitoring 
of the program at all child 
care and adult day care 
facilities under its jurisdic- 
tion. At a minimum, such 
Program assistance shall 
include: 

(1) Pre-approval visits 
to each child care and 
adult day care facility for 
which application is made 
to discuss Program 
benefits and verify that 
the proposed food ser- 
vice does not exceed the 
capability of the child 
care facility: 

(2) Staff training for all 
child care and adult day 
care facilities in Program 
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duties and responsibilities 
prior to beginning Pro- 
gram operations: 

(3) Additional training 
sessions, to be provided 
not less frequently than 
annually: and 

(4) Reviews of food 
service operations to 
assess compliance with 
meal pattern, 
recordkeeping, and other 
Program requirements. 
Such reviews shall be 
made not less frequently 
than: 

(ii) Thr ^ limes each 
year at e^ch day care 
home, provided at least 
one review is made 
during each day care 
home’s first four weeks of 
Program operations and 
not more than six months 
elapse between reviews. 



However, based on case- 
by-case findings by the 
State agency that im- 
proved efficiency and 
more effective manage- 
ment will result and 
subject to FNSRO ap- 
proval, State agencies 
may allow some or all of 
their sponsors to conduct 
reviews an average of 
three times each year per 
day care home, provided 
that each day care home 
is reviewed at least twice 
each year, at least one 
review is made during 
each day care home’s 
first four weeks of Pro- 
gram operations, and no 
more than six months 
elapse between reviews. 



(e) In addition to 
records required under 
§226.1 5(e), each spon- 
soring organization shall 
maintain the following: 

(1) Information 
concerningthe dates and 
amounts of disburse- 
ments to each child care 
or adult day care facility: 

(2) Information con- 
cerning the location and 
dates of each child care 
or adult day care facility 
review, any problems 
noted, and the corrective 
action prescribed and 
effected. 
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~ Chapter 5 Section B ~ 

Ohio Department of Education Policies and Guidance 
Determining staffing needs 



There is no one best formula for sponsor staffing of the Child and Adult Care Food 
Program. Specific staffing patterns for the CACFP will vary with the sponsor’s family 
day care program size, the agency's size and diversity, and the variety of ancillary 
services the sponsor chooses to offer. The parent agency must be willing to 
supplement program costs until enough homes are approved and participating for the 
program to be self-sustaining. 



o 

ERIC 



Minimum staffing requirements 

Sponsors must have adequate staff 

to perform all functions described in 

§226.1 6 and §228.18 of the federal 

regulations. In general, there must 

Le staff to 

a. Recruit new providers 

b. Support providers in their work 

c. Monitor the meal service aspect of 
the family day care home 

d. Conduct the required home visits 

e. Follow-up with parents to verify 
attendance when necessary 

f. Follow-up with the department of 
human services and with other 
agencies responsible for home 
inspections 



g. Review enrollment forms, income 
eligibility forms, alternate approval 
inspections, and certification and 
licensing documentation for 
accuracy and approval 

h. Review all menus and attendance 
records every month 

i. Submit a timely claim to the Ohio 
Department of Education for 
reimbursement of approved family 
day care meals each month 

j. Prepare and distribute checks to 
providers only after being assured 
the information is accurate 

k. Maintain an effective financial 
management and accounting 
system: 

• prepare and maintain an 
approved budget 
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• retain copies of all claim 
documentation and revisions 

• document all expenses and 
income according to generally 
recognized accounting principles 

• document all program personnel 
costs with time records 

• maintain travel and mileage 
records 

• maintain a file of voided checks 

• retain a copy of the latest audit 
or state agency review and all 
responses 

• enter into appropriate contracts 
for personnel, equipment, or 
professional services 

l. Arrange for appropriate staff and 
provider training 

m. Maintain program files and 
records. Sponsors must maintain 
program records for a period of 
three years in addition to the 
current program year or until any 
unresolved audit questions are 
answered. Some of the required 
records include 

• annual program application and 
agreement 

• provider applications, licenses, 
certificates, and inspections 

• income eligibility applications 

• child enrollment forms 

• meal attendance records and 
menus 



2 . 



• documentation of provider and 
staff training attendance 

• documentation of technical 
assistance to providers 

• documentation of home visits to 
providers 

• contracts for services 

• rent and lease agreements 

• grants related to the Child anu 
Adult Care Food Program 

• correspondence from the Ohio 
Department of Edv.*.ation 

• record of bank deposits of 
CACFP funds and distribution of 
funds to providers 

• voided checks for administrative 
expenditures 

• voided provider payment checks 

Typical positions in the CACFP 
family day care program 

Staffing the CACFP can include 2-3 
individuals working part-time at a 
small sponsorship or 25 or more 
individuals working full-time at a 
larger agency. These positions are 
typical. General qualifications and 
responsibilities follow; 

a. Program Administrator/Director 

b. Program Coordinator/Assistant 

c. Home Visitor 

d. Claim/Menu Fteviewer 

e. Secretary/Receptionist 

f. Fiscal/Accounting/Bookkeeper 

g. Specialized staff: Nutritionist/ 
Trainer, Recruiter 



o 
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3. Full-time equivalent family day 
care employee(s) 

Many family day care programs hire 
staff that split time between several 
programs. The person may work full- 
time within the agency but only part- 
time for the family day care program. 
The full-time equivalent for a position 
in family day care is the specific 
portion of time that a person spends 
in family day care work relative to an 
eight hour work day. 

To calculate the full-time equivalent 
for a person working in family day 
care, the hours the person works in 
family day care per month or year are 
divided by the total work hours 
available for that month or year. 

An example of a person working 
two hours a day for a month would 
be calculated like this: 

21 potential work days x 8 hours = 

1 68 hours 

Family day care hours worked = 21 
days X 2 hours = 42 hours 
Divide hours of family dav care work 
(42) by the potential h" (1 68) = 

.25 full time equivalent ta.nily day 
care work in this month. 

An example of a person working 
two hours a day for a year would 
be calculated like this: 

260 potential work days x 8 hours = 
2080 potential work hours per year 
Family day care hours worked = 260 
days X 2 hours = 520 hours 
Divide the hours of family day care 
work (520) by the potential hours 



(2080) = .25 full time equivalent family 
day care work in this year for this 
position. 

To determine the total full-time 
equivalent family day care employees 
for an organization simply add up the 
full-time equivalent family day care 
positions for each staff for a given 
period of time. 

4. Staffing patterns based on number 
of homes in a sponsorship 

Sponsors often ask what a reasonable 
caseload should be for a home visitor. 
As a rule of thumb, 90-1 1 0 homes 
would be a full-time caseload for a 
home visitor in a metropolitan area, 
and 70-90 homes would be a full-time 
caseload in a rural area. Actual 
numbers depend on total 
responsibilities assigned to the 
position, distances traveled, and other 
considerations such as the difficulty of 
the home visits and the follow-up 
required. Some agencies assign a 
smaller caseload to one staff person 
who serves as a trouble shooter and 
problem solver. 

The ODE annually compares sponsor 
staffing patterns for consistency and 
contrast. On the next page are typica' 
staffing patterns for sponsors with 
varying caseloads. There are many 
methods of staffing and these are 
offered only as guidance in analyzing 
staff needs. 
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Typical Staffing Patterns for the Family Day Care Program 

The whole and partial numbers in the chart below represent full-time staff 

equivalencies. . ^ « 

An "x" appearing under a job title indicates one or more full-time or part-time staff. 

An “X” appearing between two job titles indicates the positions could be combined 

as one while the organization is small. 



Number 
of homes 


Prog. 

Admn./ 

Direct. 




Prog. 

Coord./ 

Assist. 


Home 

Visitor 




Claim/ 

Menu 

Reviewer 


Secy/ 

Recept. 




Fiscal/ 

Acct. 


Spec. 

staff 


Total 

FTE 


1-50 




X 






X 






X 






.5-2 


1 51-100 




1 






1.5 




X 


X 


X 




2.5-3.5 1 


1 101-200 




1 




1-2 




X 


X 




X 




4-6 1 


201-500 


1 




1 


2-4 




X 


X 




X 


X 


6-9 J 


1 501-1000 


1 




1 


5-9 




X 


X 




X 


X 


10-14 1 


1001-2000 


1 




1 


10-24 




X 


X 




X 


X 


14-35 1 


2001 + 


1 




1 


25+ 




X 


X 




X 


X 


36+ 



5. Specialized staff positions 

Staff may be hired for specific 
functions such as provider recruitment 
and training. Specialized staff can 
devote full effort to these well-defined 
tasks which can help to refine and 
optimize program efforts. 

6. Administrative break-even point 

The administrative break-even point 
occurs when administrative costs are 
covered by administrative 
reimbursement from USDA. Since 
administrative reimbursement is 
determined by the number of 
providers recruited and claiming 
meals each month, it can be difficult 



for a sponsor to plan a budget each 
year. While the amount of funds 
available for administration are never 
known with certainty, past 
experiences usually help sponsors 
predict program administrative 
income. For new sponsors the task is 
more difficult. Each time a 
commitment is made to hire new staff 
there can be an understandable 
concern about the sponsor’s ability to 
continue to support that person should 
the number of providers claiming 
decrease. In aeneral, there should be 
a potential of bo-50 providers before 
an agency considers sponsoring the 
CACFP. The sponsor can then add 
staff as the program grows. 
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- Chapter 5 Section C'^ 

Ohio Department of Education Policies and Guidance 

Staff recruitment 



Many sponsors feel some of their best staff have been family day care providers. 
Advertising the position so Tc.; :ily day care providers are aware of the opportunity can 
yield excellent staff for the program. The following steps should be taken in recruiting 

new staff; 



1. Follow the EEOpoliry 

The sponsor’s Equal Employment 
OpporJunity policy should provide 
guidance in recruiting staff. If your 
agency does not have such a policy, 
it may be desirable to seek 
assistance from a legal source. 

2. Modify the position description if 
necessary 

Review the current position 
description and make modifications if 
necessary. Be sure all tasks 
routinely performed are included in 
the position description. Also include: 

• hours of work expected each 
week 

• the title of the person who will 
provide direct supervision 

• the titles of those the person will 
supervise, if appropriate 

• a statement th?^ reads “and any 
other duties as may be assigned 
by the supervisor." This protects 
the agency when tasks change or 
are modified. 



i. Advertise the position 

The ad can mclude the position title, 
duties, geographic area, if 
appropriate, education or experience 
requirements, whom to contact and 
how, and date the application must 
be submitted. 

Most agencies have a policy to post 
positions internally for their own staff 
prior to outside advertising. This step 
can take a week or more. 

To recruit outside applicants send the 
ad to local newspapers. United Way 
or other job referral agencies, the 
bureau of employment services and 
any local provider publications. The 
ad should be published for a 
reasonable length of time. 

4. Review applications and resunnes 

Be sure to establish criteria that fairly 
and consistently reviews each 
application. Education, experience in 
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areas directly related to the work, 
length of employment are all relevant 
and should be evaluated. Sponsors 
may consider some of these criteria 
more important than others and may 
weight their analysis of them. 



6. Check references 

Even when the applicant appears to 
be the best person for the job, 
references should always be 
checked. It may help prevent 
surprises later. 



5. Interview the best candidates 

a. Be sure the interview process is 
fair and consistent. 

b. Have the same person(s) 
participate in each interview. 

c. Always provide a thorough 
overview of the position, the 
agency and the program. 

d. Establish standard questions that 
will be asked of each individual. 

Ask the person to describe his or 
her work and educational 
experiences. What were some of 
the greatest challenges the 
candidate has encountered and 
what was the response? What 
was enjoyed most and least about 
various experiences? Ask 
questions that require processing 
infomation and well-thought 
answers. Yes and no answers 
don’t tell much. Creating situations 
that the person might encounter on 
the job and then asking for a 
response can be helpful. 

e. Give the person information to take 
home to read. 

f. Document the interview with notes 
taken either during or after the 
interview. 



When asking questions of a former 
employer, try to determine whether 
the person believes the potential 
employee will be able to perform the 
work you have. Some questions 
might include, “Could the person 
work independently, do a variety of 
tasks, or communicate on many 
levels?” “Were there any problems 
with attendance or honesty?” “Was 
the person a team player?” “Would 
the employer hire the person again?” 
“What were the candidate's greatest 
strengths and what were areas that 
needed improvement?” 

7. Follow up 

Follow up with a letter to each person 
not chosen and with a formal letter of 
hire to the person chosen. The letter 
of hire should include position title, 
the supervisor’s name, salary, date of 
hire, information about any 
probationary period, and personnel 
policies. 

8. Working with volunteer staff 

Using volunteers to help staff the 
CACFP can provide budget relief and 
creative input if done carefully. 
Volunteer recruitment, training and 
support is an art and science. Some 
ideas for working with volunteers 
follow: 
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a. Volunteer recruitment 

• organizations that might have 
volunteers available include: 
senior centers, AARP, and other 
groups that involve older adults, 
students from local high schools, 
vocational schools, colleges and 
junior colleges, girl scouts, boy 
scouts, 4H groups, campfire girls, 
women’s and men’s service 
clubs, sororities/fraternities, and 
church groups. 

• let the organization know the 
specific type of work to be dene, 
the estimated time required and 
the urgency of the work. 

b. Volunteer training and support 

Volunteers must be trained and 
supported at least as well as other 
paid staff. It is easy to overlook 
this aspect of volunteer 
"employment”. However, when 
volunteers are not adequately 
trained and rewarded they tend to 
disappear. Support and 
encouragement are the volunteer’s 
paycheck. 

• introduce volunteers to all 
pertinent personnel to help them 
feel a part of the organization. 

• develop a training program 
similar to the training developed 
for paid staff to help volunteers 
feel welcome and a part of the 
organization. 

• reward volunteers frequently with 
ribbons, buttons, their name in 
print, invitations to lunch with 





special staff, invitations to 
recognition programs for tasks 
completed, hours worked or 
special efforts made. 

9. Staff funded with federally 
supported work program dollars 

Excellent short term staff can be 
available through federally supported 
work training programs. As with 
volunteers, they can help provide 
budget relief and support for the 
program on a variety of levels. Later, 
they can be hired as CACFP paid 
staff if funds are available and the 
need still exists. As with paid staff 
and volunteers, these staff need to 
be trained in the task they will 
perform and supported and 
recognized for quality work. 

The county department of human 
services, community action agency, 
employment office, or private industry 
council can provide information about 
the availability of federally funded 
work programs. 

10. Providers functioning as monitors 
A conflict of interest may be created 
when a provider is employed to 
perform administrative activities for 
the same sponsor. The provider may 
continue to receive meal benefits by 
transferring participation to another 
sponsoring agency. 
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Ohio Department of Education Policies and Guidance: 

Staff training 

staff training should be an on-going process in the Child and Adult Care Food Program. 
New staff members have very different needs from more experienced staff. 



1 . Training new staff 

a. Provide agency policies to read 
and understand. 

b. Provide program and Ohio 
Department of Education policies 
to read and understand. 

c. Arrange for the new person to 
meet and visit with others within 
the organization. It is important for 
the agency to function as a whole, 
not just as a QrOLtp of isolated 
programs. 

d. Arrange for the new person to 
spend time with others who are 
doing or have done the same 
work. If this is not possible, 
arrange for the new person to 
observe the same position in 
another sponsor's agency. If this 
is tried, be sure the agency’s 
policies are similar or be able to 
address the differences. 



e) Allow at least 1 -3 weeks of 
training before expecting the 
person to function independently. 
Then continue to provide support 
and assistance. For a home 
visitor, a supervisor might be 
invited to attend the first home visit 
and be very accessible. Another 
home visitor may be chosen to 
mentor the new staff and assist 
with questions and problems. 

f. Arrange follow up training with 
experienced staff after 2-4 months 
of independent work. 

g. Provide frequent feed-back to new 
staff about their work. Some 
agencies have an informal 
discussion that is documented in 
the personnel file after 3 months, 
a formal written evaluation after 6 
months, and annually thereafter. 
Brief notes sent or phone calls 
made to reinforce good work are 
encouraged. 
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2. Basic competencies 

Sponsors must be certain new staff 
are competent in the following areas: 

a. CACFP guidelines and policies 

b. Agency guidelines and policies 

c. Correct use of CACFP forms 

d. Claim, training, and home visit 
deadlines 

e. CACFP nutrition guidelines 

f. Indicators of child abuse and 
neglect 






3. Training experienced staff 

T raining for experienced staff should 
include time for discussion and 
sharing experiences as these people 
are usually knowledgeable and have 
much to share. The following topics 
are appropriate: 

a. Basic health and nutrition 

b. Food safety and sanitation 

c. Child growth and development as 
it relates to nutrition 

d. Signs of child abuse and neglect 
and reporting requirements 

e. Business aspects of family day 
care 

f. Stress management 

g. Handling difficult situations 
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- Chapter 5 Section E- 

Ohio Department of Education Policies and Guidance 
Sample pay scales and allowed personnel costs 



Each year ODE compiles a summary of salaries paid by sponsors to staff in the 
CACFP family day care program. The latest summary of salary ranges for the typical 
positions is included in the appendix to this section. This information is to be used only 
as a guideline, ODE does not establish salary schedules, but monitors them to assure 
they are reasonable. 

1 . Allowed personnel costs 2. Disallowed personnel costs 

Reasonable salaries and costs for Bonuses to staff or others and gifts 

recruiting new staff such as ads, are not allowable personnel costs for 

mileage reimbursement, and meals the CACFP . 

while in travel status or attending 
training are considered allowable 
administrative expenditures. 
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FY' 93 Sample pay scales 

Salary information for this chart was taken from sponsor applications for the 1993 fiscal 
year. Information is provided as average salaries and median salaries. 

The average salary was determined by adding all salaries for a particular position and 
then dividing that sum by the number of salaries that were added together. 

The median salary is the salary mid-point: half the salaries are above and half are below 
this mid-point. 



Please note: The Information provided on this chart Includes only base salaries for 
the positions identified. Benefits were not included in any analysis. 





‘Program 

Admn/ 

Director 


Program 

Coord/ 

Assistant 


Home 

Visitor 


Secy/ 

Recept 


Fiscal/ 

Acc't 


Average 


$14.00 


$11.00 


$ 8.00 


$8.00 


$10.50 


Median 


$12.78 


$10.08 


$ 8.60 


$8.11 


$10.00 


Low 


$ 9.31 


$ 6.40 


$ 5.45 


$6.00 


$ 5.82 


High 


$21.32 


$19.30 


$16.00 


$9.83 


$15.83 



* Only the CACFP director/administrator was included in this analysis. Salaries are not 
included for executive directors who have responsibility for several programs. 
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~ Chapter 5 Section F -- 



Ohio Department of Education Policies and Guidance 

Staff evaluation 






All staff deserve the benefit of frequent, constructive feedback and positive 
reinforcement of their work. This is one of the most difficult tasks for many supervisors 
and the most frequently delayed supervisory responsibility, however, sponsors that 
regularly review performance find staff function more effectively. 



1 . 




2 . 



Schedule regular evaluations 

The schedule of evaluations should be 
communicated to the employee when 
hired. Formal evaluations which are 
reported in personnel files should be 
planned experiences. Most agencies 
have a probationary period for new 
employees and then formally evaluate 
new staff after 3-6 months. Many 
agencies continue with semi-annual 
evaluations. Others only evaluate 
once each year. In addition, there 
should be frequent opportunity for 
informal evaluation and feedback. 

Evaluate objective and subjective 
aspects of the job 

The evaluation should be based on 
the position description and 
measurable job duties as well as more 
subjective aspects. For a home 
visitor, there can be an expectation of 
maintaining an assigned caseload, 
having all home visits up-to-date, 
completing all paperwork in a timely 
manner, and arranging for a specific 
number of training sessions. All 
these criteria are easily quantified. 
More subjective criteria may also be 



evaluated. Ability to cooperate with 
other agencies and staff, planning 
effective and creative training, 
assisting providers in their work with 
the children, are more difficult to 
measure but important aspects of the 
job. A scale can be developed to 
measure these areas and provide a 
framework for comparison from one 
evaluation to another. 

Enlist staff input 

Staff should be asked to evaluate their 
own performance prior to the formal 
evaluation with the supervisor. This 
will lead to discussion and encourage 
feedback from the staff. The staff can 
also provide feedback on program or 
agency changes that might be helpful, 
or special conditions that could help 
the person to be more effective. 

4. Arrange uninterrupted time for the 
evaluation 

Quiet, uninterrupted time should be set 
aside for the formal discuss'on. 
Allowing interruptions is rude and 
sends a message that the person is 
not valued. 



3 . 
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Child and Adult Care Food Program 
CACFP participation 
Table of contents 
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~ Chapter 6 Section A ~ 

Federal Regulations 

Child and Adult Care Food Program participation 



§226.6 State agency administrative responsibilities 



(b) Application approval. 
Each State agency shall 
establish an application 
procedure to determine the 
eligibility under this part of 
applicant institutions, and 
facilities for which applica- 
tions are submitted by 
sponsoring organizations. 
State agencies, by written 
consent of the State agency 
and the institutions, shall 
renew agreements with 
institutions not less fre- 
quently than annually. A 
State agency may not 
execute an agreement to 
be effective during two 
fiscal years but may never- 
theless establish an ongo- 
ing renewal process for the 
purpose of reviewing and 
approving applications from 
participating institutions 
throughout the fiscal year. 
As a minimum, such appli- 
cation approval process 
shall include; 

(7) Submission of docu- 
mentation that all child care 
centers, adult day care 



centers, outside-school- 
hours care centers, and 
day care homes for which 
application is made are in 
compliance with Program 
licensingNapproval provi- 
sions. 

(d) Ucensing/approval 
for child care centers, 
outside-school-hours care 
centers and day care 
homes. This section 
prescribes State agency 
responsibilities to ensure 
that child care centers and 
day care homes meet the 
licensing/approval criteria 
set forth in this part. 
Sponsoring organizations 
shall submit to the State 
agency documentation 
that facilities under their 
jurisdiction are in compli- 
ance with licensing/ap- 
proval requirements. 

(1 ) General. Each State 
agency shall establish 
procedures to annually 
review information submit- 
ted by institutions to 
ensure that all participating 



child care centers, day 
care homes, and outside- 
school-hours care centers 
either 

(i) Are licensed or ap- 
proved by Federal, State, 
or local authorities, pro- 
vided that institutions 
which are approved for 
Federal programs on the 
basis of State or local 
licensing shall not be 
eligible for the Child and 
Adult Care Food Program 
if their licenses lapse or 
are term.inated; 

(ii) Are complying with 
applicable procedures to 
renew licensing or ap- 
proval in situations where 
the State agency has no 
information that licensing 
or approval will be denied; 
or 

(Hi) Receive Title XX 
funds for providing child 
care, if licensinr or ap- 
proval is not available; or 

(iv) Demonstrate compli- 
ance with applicable State 
or local child care stan- 
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dards to the State agency, 
if licensing is not available 
and Title XX funds are not 
received: or 

(v) Demonstrate compli- 
ance with CACFP child 
care standards to the State 
agency, if licensing or 
approval is not available 
and Title XX funds are not 
received. 

(2) CACFP child care 
standards, (i) When licens- 
ing or approval is not 
available, independent 
child care centers, and 
sponsoring organizations 
on behalf of their child care 
centers or day care homes, 
may elect to demonstrate 
compliance, annually, with 
the following CACFP child 
care standards or others 
standards specified in 
paragraph (d)(3) of this 
section: 

(A) Staff/child ratios. 

ODE follows Ohio Revised 
Code for Foster Care and 
Type A Family Day Care 
Homes and Type B Certifi- 
cation Rules for Family Day 
Care Homes in regard to 
staff/child ratios. 

(B) Nondiscrimination. 
Day care services are 
available without discrimi- 
nation on the basis of race, 
color, national origin, sex, 
age, or handicap. 

(C) Safety and sanita- 
tion. (1) A current health/ 



sanitation permit or satis- 
factory report of an inspec- 
tion conducted by local 
authorities within the past 
12 months shall be sub- 
mitted. (2) A current fire/ 
building safety permit or 
satisfactory report of an 
inspection conducted by 
local authorities within the 
past 1 2 months shall be 
submitted. (3) Fire drills 
are held in accordance 
with local fire/building 
safety requirements. 

(D) Suitability of facili- 
ties. (1) Ventilation, tem- 
perature, and lighting are 
adequate for children's 
safety and comfort. (2) 
Floors and walls are 
cleaned and maintained in 
a condition safe for chil- 
dren. (3) Space and 
equipment including rest 
arrangements for pre- 
school age children, are 
adequate for the number 
and age range of partici- 
pating children. 

(E) Social services. 
Independent centers, and 
sponsoring organizations 
in coordination with their 
facilities, have procedures 
for referring families of 
children in care to appro- 
priate local health and 
social service agencies. 

(F) Health services. 

(1 ) Each child is observed 
daily for indications of 



difficulties in social adjust- 
ment, illnesr neglect, and 
abuse, and appropriate 
action is initiated. (2) A 
procedure is established to 
ensure prompt notification 
of the parent or guardian in 
the event of a child's illness 
or injury, and to ensure 
prompt medical treatment in 
case of emergency. (5) 

First aid supplies are avail- 
able. (6) Staff members 
undergo initial and periodic 
health assessments. 

(G) The institution pro- 
vides for orientation and 
ongoing training in child 
care for ail caregivers. 

(H) Parental involvement. 
Parents are afforded the 
opportunity to observe their 
children in day care. 

(I) Self-evaluation. The 
institution has established a 
procedure for periodic self- 
evaluation on the basis of 
CACFP child care stan- 
dards. 

(3) Alternate approval 
procedures. Each State 
agency shall establish 
procedures to review infor- 
mation submitted by institu- 
tions for centers or homes 
for which licensing or ap- 
proval is not available in 
order to establish eligibility 
for the Program. Licensing 
or approval is not available 
when (i) no Federal, State, 
or local licensing/approval 






Ohio Department of Education Family Day Care Sponsor's Manual 



Chapter Topic: CACFP participation 



Soctlon Topic: Federal Regulations; Child and Aduh Care Food Program participation 



Chapter: 6 



Section: A 









Ai ini let i QQ^ 












1 



standards have been 
established for child care 
centers, outside-school- 
hours care centers, or 
day care homes; or (ii) 
no mechanism exists to 
determine compliance 
with licensing/approval 
standards. In these 
situations, independent 
centers, and sponsoring 
organizations on behalf 
of their facilities, may 
choose to demonstrate 
compliance with either 
CACFP child care stan- 
dards, applicable State 
child care standards, or 



applicable local child care 
standards. State agencies 
shall provide information 
about applicable State 
child care standards and 
CACFP child care stan- 
dards to institutions, but 
may require institutions 
electing to demonstrate 
compliance with applicable 
local child care standards 
to identify and submit 
these standards. The 
State agency may permit 
independent centers, and 
sponsoring organizations 
on behalf of their facilities, 
to submit self-certification 



forms, and may grant 
approval without first 
conducting a compliance 
review at the center or 
facility. But the State 
agency shall require 
submission of health/ 
sanitation and fire/safety 
permits or certificates for 
all independent centers 
and facilities seeking 
alternate child care stan- 
dards approval. Compli- 
ance with applicable child 
care standards are subject 
to review in accordance 
with §226.7(n). 
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§226.13 Food service payments to sponsoring organizations for day care homes 

(a) Payments shall be (c) Each sponsoring amount of food service 

organization shall receive 



made only to sponsoring 
organizations operating 
under an agreement with 
the State agency for the 
meal types specified in the 
agreement served to 
enrolled nonresident 
children and eligible 
enrolled children of day 
care home providers, at 
approved day care homes. 

(b) Each sponsoring 
organization shall report 
each month to the State 
agency the total number of 
meals, by type (break- 
fasts, lunches, suppers, 
and supplements), served 
to children enrolled in 
approved day care homes. 



payment for meals served to 
children enrolled in ap- 
proved day care homes at 
the rate of 72.75 cents for 
each breakfast, 1 31 .25 
cents for each lunch and 
supper, and 39 cents for 
each supplement. (Please 
see the appendix for the 
current reimbursement 
rate.) However, the rate for 
the lunches and suppers 
shall be reduced by the 
value of commodities estab- 
lished under §226.5(b) for 
all sponsoring organizations 
for day care homes which 
have elected to receive 
commodities. The full 



payments shall be dis- 
bursed to each day care 
home on the basis of the 
number of meals, by type, 
served to children. How- 
ever, the sponsoring 
organization may withhold 
from Program payments to 
each home an amount 
equal to costs incurred for 
the provision of Program 
foodstuffs or meals by the 
sponsoring organization in 
behalf of the home and 
with the home provider's 
written consent. 
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§^T>6.18 Day care home provisions. 



(a) Day care homes 
shall have current Federal, 
State or local licensing or 
approval to provide day 
care services to children. 
Day care homes which are 
complying with applicable 
procedures to renew 
licensing or approval may 
participate in the program 
during the renewal pro- 
cess, unless the State 
agency has information 
which indicates that re- 
newal will be denied. If 
licensing or approval is not 
available, a day care 
home may participate in 
the Program if: 

(1 ) It receives Title XX 
fundo for providing child 
care; or 

(2) It demonstrates 
compliance with CACFP 
child care standards or 
applicable State or local 
child care standards to the 
State agency. 

(b) Day care homes 
participating in the pro- 
gram shall operate under 
the auspices of a public or 
private nonprofit sponsor- 
ing organization. Spon- 
soring organizations shall 
enter into a written agree- 
ment with each sponsored 
day care home which 
specifies the rights and 
responsibilities of both 
parties. This agreement 



shall be developed by the 
State agency, unless the 
State agency elects, at the 
request of the sponsor, to 
approve an agreement 
developed by the sponsor. 
At a minimum, the agree- 
ment shall embody: 

(1 ) The right of the 
sponsoring organization, 
the State agency, and the 
Department to visit the day 
care home and review its 
meal service and records 
during its hours of child 
care operations; 

(2) The responsibility of 
the sponsoring organiza- 
tion to train the day care 
home's staff in program 
requirements; 

(3) The responsibility of 
the day care home to 
prepare and serve meals 
which meet the meal 
patterns specified in 
§226.20; 

(4) The responsibility of 
the day care home to 
maintain records of 
menus, and of the number 
of meals, by type, served 
to enrolled children: 

(5) The responsibility of 
the day care home to 
promptly inform the spon- 
soring organization about 
any change in the number 
of children enrolled for 
care or in its licensing or 
approval status; 



(6) The meal types 
approved for reimburse- 
ment to the day care home 
by the State agency: 

(7) The right of the day 
care home to receive in a 
timely manner the full food 
service rate for each meal 
served to enrolled children 
for which the sponsoring 
organization has received 
payment from the State 
agency. However, if, with 
the home provider's con- 
sent, the sponsoring orga- 
nization will incur costs for 
the provision of program 
foodstuffs or meals in 
behalf of the home, and 
subtract such costs from 
Program payments to the 
home, the particulars of 
this arrangement shall be 
specified in the agreement; 

(8) The right of the 
sponsoring organization or 
the day care home to 
terminate the agu'^ement 
for cause or, subject to 
stipulations by the State 
agency, convenience: and 

(9) A prohibition of any 
sponsoring organization 
fee to the day care home 
for its Program administra- 
tive services. 

(10) If the State agency 
has approved a time limit 
for submission of meal 
records by day care 
homes, that time limit shall 
be stated in the agreement. 
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(c) Each day care home 
shall serve one or more of 
the following meal types: 

(1 ) Breakfast, 

(2) Lunch, 

(3) Supper and 

(4) Supplemental food. 
Reimbursement shall not 
be claimed for more than 
two meals and one 
supplement provided daily 
to each child. 

(d) Each day care home 
participating in the pro- 
gram shall serve the meal 
type specified in its ap- 
proved application in 
accordance with the meal 
pattern requirements 
specified in 226.20. Menu 
records shall be main- 
tained to document com- 
pliance with these require- 
ments. Meals shall be 
served at no separate 
charge to enrolled chil- 
dren; 



(e) Each day care home 
shall maintain daily 
records of the number of 
children in attendance and 
the number of meals, by 
type, served to enrolled 
children. Payment may be 
made for meals served to 
the provider's own children 
only when (1) such chil- 
dren are enrolled and 
participating in the child 
care program during the 
time of the meal service, 
(2) enrolled nonresident 
children are present and 
participating in the child 
care program and (3) 
provider's children are 
eligible to receive free or 
reduced price meals. 
Reimbursement may not 
be claimed for meals 
served to children who are 
not enrolled, or for meals 
served at any one time to 



children in excess of the 
home's authorized capac- 
ity or for meals served to 
providers' children who are 
not eligible for free or 
reduced price meals. 

(f) The State agency 
may not require a day care 
home or sponsoring 
organization to maintain 
documentation of home 
operating costs. The 
State agency may not 
require a sponsoring 
organization to provide 
family size and income 
data on children enrolled 
in homes under its jurisdic- 
tion except in the case of 
providers' own children for 
the purpose of determining 
the eligibility of such 
children for program 
participation. 



§226.23 Free and reduced 

(a) The State agency 
shall require each institu- 
tion to submit, at the time 
the institution applies for 
Program participation, a 
written policy statement 
concerning free and 
reduced price meals to 
be used uniformly in all 
child care and adult day 
care facilities under its 
jurisdiction as required in 
this section. Institutions 



price meals. 

shall not be approved for 
participation nor agree- 
ments renewed unless the 
free and reduced price 
policy statement has been 
approved. Pending ap- 
proval of a revision of a 
policy statement, the 
existing policy shall remain 
in effect. 

(b) Sponsoring organi- 
zations of day care homes 
(which may not serve 



meals at a separate 
charge to children) and 
other institutions which 
elect to serve meals at no 
separate charge, shall 
develop a policy statement 
consisting of an assurance 
to the State agency that all 
participants are served the 
same meals at no sepa- 
rate charge, regardless of 
race, color, national origin, 
sex, age, or handicap and 
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that there is no discrimina- 
tion in the course of the 
food service. 

(d) Each institution shall 
annually provide the 
information media serving 
the area from which the 
institution draws its atten- 
dance with a public re- 
lease. The release issued 
by all sponsoring organi- 
zations of day care 
homes, and by other 
institutions which elect not 
to charge separately for 
meals, shall announce the 
availability of meals at no 
separate charge. The 
release issued by child 
care institutions shall also 
announce that children 
who are members of 
AFDC assistance units or 
food stamp households 
are automatically eligible 
to receive free meal ben- 
efits. 

(e) (1) Application for 
free and reduced price 
meals. Sponsoring orga- 
nizations of day care 
homes shall distribute 
applications for free and 
r^uced price meals to 
day care home providers 
who wish to enroll their 
eligible children in the 
Program. The application, 
and any other descriptive 
material distributed to 
such persons, shall con- 
tain only the family-size 



income levels for reduced 
price meal eligibility with 
an explanation that house- 
holds with incomes less 
than or equal to these 
levels are eligible for free 
or reduced price meals. 
Such forms and descrip- 
tive materials may not 
contain the income stan- 
dards for free meals. 
However, such forms and 
materials distributed by 
child care institutions shall 
state that, if a child is a 
member of a food stamp 
household or AFDC 
assistance unit, the child is 
automatically eligible to 
receive free CACFP meal 
benefits, subject to the 
completion of the applica- 
tion as described. 

(e)(2) Letter to house- 
holds. Institutions shall 
distribute a letter to house- 
holds or guardians of 
enrolled participants in 
order to inform them of the 
procedures regarding 
eligibility for free and 
reduced price meals. The 
letter shall accompany the 
application required under 
paragraph (e)(1) of this 
sections and shall contain; 

(i) The income stan- 
dards for reduced price 
meals, with an explanation 
that households with 
incomes less than or equal 
to the reduced price 



N 

standards would be eli- 
gible for free or reduced 
price meals (the income 
standards for free meals 
shall not be included in 
letters or notices to such 
applicants); 

(ii)How a participant’s 
household may make 
application for free or 
reduced price meals; 

(Hi) An explanation that 
an application for free or 
reduced price benefits 
cannot be approved 
unless it contains com- 
plete "documentation" as 
defined in §226.2. 

(iv) The statement: "In 
the operation of child 
feeding programs, no 
person will be discrimi- 
nated against because of 
race, color, national origin, 
sex, age, or handicap"; 

(v) A statement to the 
effect that participants 
having family members 
who become unemployed 
are eligible for free or 
reduced price meals 
during the period of unem- 
ployment, provided that 
the loss of income causes 
the family income during 
the period of unemploy- 
ment to be within the 
eligibility standards for 
those meals; 

(vi) A statement to the 
effect that in certain cases 
foster children are eligible 
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for free or reduced price 
meals regardless of the 
income of such household 
with whom they reside and 
that households wishing to 
apply for such benefits for 
foster children should con- 
tact the institution; and 
(vii) An explanation that 
households receiving free 
and reduced price meals 
must notify appropriate 
institution officials during the 
year of any decreases in 
household size or increases 
in income over $50 per 
month or $600 per year or - 
(A) In the case of house- 
holds of enrolled children 
that provide a food stamp or 
AFDC case number to 
establish a child's eligibility 
for free meals, any termina- 
tion in the child's certification 
to participate in the Food 
Stamp or AFCX) Programs. 

(4) Determination of 
eligibility. When a com- 
pleted application furnished 
by a family indicates that the 
family meets the eligibility 
criteria for free or reduced 
price meals, the participants 
from that family shall be 
determined eligible for free 
or reduced price meals. 

(f) Free, reduced price 
and paid meal eligibility 
figures must be reported by 
institutions to State agen- 
cies at lease once each 



year and shall be based 
on current family size and 
income information of 
enrolled participants. 

Such information shall be 
no more than 12 months 
old. 

(g) Sponsoring organi- 
zations for family day care 
homes shall ensure that 
no separate charge for 
food service is imposed on 
families of children en- 
rolled in participating 
family day care homes. 

(h) Verification of eligibil- 
ity. State agencies shall 
conduct verification of 
eligibility for free and 
reduced price meals on an 
annual basis, in accor- 
dance with the verification 
procedures outlined in 
paragraphs (h)(1) and (2) 
of this section. Verification 
may be conducted in 
accordance with Program 
assistance requirements 
of §226.6(1 ): however, the 
performance of verification 
for individual institutions 
shall occur no less fre- 
quently than once every 
four years. Any State 
may, with the written 
approval of FNSRO, use 
alternative approaches in 
the conduct of verification, 
provided that the results 
achieved meet the require- 
ments of this part. If the 



verification process dis- 
closes deficiencies with 
the determination of 
eligibility and/or application 
procedures which exceed 
maximum levels estab- 
lished by FNS. State 
agencies shall conduct 
follow-up reviews for the 
purpose of determining 
that corrective action has 
been taken by the institu- 
tion. These reviews shall 
be conducted within one 
year of the date the verifi- 
cation process was com- 
pleted. The verification 
effort shall be applied 
without regard to race, 
color, national origin, sex, 
age, or handicap. State 
agencies shall maintain on 
file for review a description 
of the annual verification to 
be accomplished in order 
to demonstrate compli- 
ance with paragraphs 
(h)(1) and (2) of this sec- 
tion. 

(1) Verification proce- 
dures for nonpricing 
programs. State agency 
verification procedures for 
nonpricing programs shall 
consist of a review of all 
approved free and re- 
duced price applications 
on file to ensure that: 

(i) The application has 
been correctly and com- 
pletely executed by the 
household: 
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(ii) The institution has 
correctly determined and 
classified the eligibility of 
enrolled participants for 
free or reduced price 
meals based on the infor- 
mation included on the 
application submitted by 
the household: 



(iii) The institution has 
accurately reported to the 
State agency the number 
of enrolled participants 
meeting the criteria for free 
or reduced price meal 
eligibility and the number 
of enrolled participants 
that do not meet the 
eligibility criteria for those 
meals; and 



(iv) In addition, the State 
agency may conduct further 
verification of the informa- 
tion provided by the house- 
hold on the approved appli- 
cation for program meal 
eligibility. If this effort is 
undert^en, the State 
agency shall conduct this 
further verification for 
nonpricing programs in 
accordance with the proce- 
dures described in §226.23 
(h)(2) (not reproduced 
here). 



Sponsors are directed to these additional references for further clarification: 

Ohio Department of Human Services, Type B Family Day Care Home Certification 
Rules, ODHS 1285, Rev. 2/92 

Ohio Revised Code (ORC) 3737.22 Duties of fire marshal; bureaus, family day care 
homes 

ODHS Type A Family Day Care Homes Licensing Rules; ORC 5101 :2-13,OAC, 
effective 9/86, revised 6/88. 

ODHS Administrative Rules for Family Foster Homes: ORC 5101 :2-7, effective 1/1/91 . 

ODHS Administrative Rules for Public and Private Agencies: ORC 5101 :2-5, 
effective 1-1-91. 
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^ Chapter 6 Section B ~ 

Ohio Department of Education Policies and Guidance 

Fi"ovider approval 

FedGral reQuIations allow family day care providers who offer safe, healthful, organized 
day care in their private residences to receive CACFP benefits for enrolled children. To 
participate in the CACFP the provider must be regulated through current local, state, or 
federal certification, licensure, or approval to care for children. This section of the 
chapter on CACFP participation offers background information and specific ODE policies 
and guidance about family day care certification, licensing, and approval for the Ohio 
CACFP. 

In Ohio the following types of day care home regulation are accepted for CACFP 
approval: 

• Certified Type B family day care 

• Limited certified Type B family day care 

• Licensed Type A family day care home 

• Certified or licensed foster home 

• Family day care home approved through a municipal ordinance 

• Family day care home approved through the armed services or similar federal 
agency 

• CACFP alternately approved family day care home 

To receive pUblic funds for child care, a provider must be certified or licensed. 
Alternately approved providers are eligible for CACFP benefits but not for publicly 
funded day care. 

For specifics about allowable group size please see Section F in this chapter. 



1 . Certified Type B family day care 

A provider who cares for no more 
than six children at any one time in 
her or his home may be certified as a 
Type B day care provider. The group 
may include no more than three 
children under two years of age. 



a. County offices of the Ohio Depart- 
ment of Human Services and 
some nonprofit entities under 
contract with county departments 
are responsible for inspecting and 
certifying Type B day care provid- 
ers and their homes. 
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b. Certfied Type B family day care 
providers are regulat^ by ODHS 
Type B Family Day Care 
Certification Rules, Ohio 
Administrative Code, Chapter 
5101:2-14. 

c. Providers should be directed to a 
specific person for certification, 
usually the day care worker at the 
county department of human 
services. 

d. Type B certified providers may 
receive public funds for day care of 
children placed by ODHS. 

e. Type B certified providers are 
eligible for CACFP benefits. 

2. Provisional limited certified Type B 
family day care 

Provisional limited certification is a 60 

day certification given by the Ohio 
Department of Human Services 
allowing providers to receive public 
funds to care for relative children in 
the provider's home. After the 60 
day period the provider must be 
approved as a limited certified provider 
to continue to be paid for relative care. 
As with Type B certification, no more 
than six children may be in care at any 
one time. 

a. No formal inspection by a county 
department of human services is 
necessary prior to issuing this 60 
day certificate to care for relative 
children. However, a home visit 
must be made within 1 5 days after 
issuance. Providers sign a 



statement verifying they meet 
limited certification requirements. 

b. Providers should be directed to a 
specific person for provisional 
limited certification, usually the day 
care worker at the county 
department of human services. 

c. Providers with provisional limited 
certification are not eligible for 
CACFP benefits. 

3. Umited certified Type Bfatnily day 
care 

Limited certification is available to 
providers who receive public funds 
to care for relative children. This 
certification is valid for two years 
unless revoked. As with Type B 
certification, no more than six children 
may be in care at one time. 

a. The county departments of human 
services are responsible for 
inspecting and certifying providers 
for limited certification. 

b. Providers should be directed to a 
specific person for limited 
certification, usually the day care 
worker, at the county department of 
human services. 

c. Providers with limited certification 
may receive public funds to care for 
eligible relative children. 

d. Since providers with limited 
certification are inspected by county 
department of human services staff, 
they are eligible for CACFP 
benefits. 
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4. Licensed Type A family day care 

Type A licensing is required of a 
family day care provider who cares 
for seven to twelve children in the 
home. It is also required of providers 
who care for four or more children 
under two years of age. 

It can be difficult for a family day 
care provider to achieve Type A 
licensing due to local zoning 
restrictions and the requirements for 
Type A licensing. 

a. ODHS has five district offices 
authorized to inspect and license 
Type A homes. This process is 
similar to the inspection and 
licensing of day care centers. 

b. Type A iicensed providers are 
regulated by ODHS Type A 
Family Dare Care Home 
Licensing Rules: ORC 5101 :2-13, 
effective 9/86, revised 6/88. 

c. Providers should be directed to a 
specific person for Type A 
licensing, usually the licensing 
specialist, at the district day care 
licensing office of the department 
of human services. 

d. Type A homes are eligible to 
receive CACFP benefits. 

e. Providers should be made aware 
of local restrictions prohibiting 
Type A care in some residential 
areas. Information about specific 
restrictions may be available from 
city clerks, planning and zoning 
commissions, local elected 
officials, or a local attorney. 



N 

5. Certified/licensed foster care 

Foster care is 24 hour care of 
children placed in a provider's home. 
Children are placed by one of several 
different foster care agencies certified 
by the State of Ohio to recommend 
homes for licensure or place children 
in foster homes. Whether day care is 
allowed in addition to foster care 
depends on agency rules and 
policies. When day care is permitted, 
the group size allowed for CACFP 
purposes is the lesser of the number 
of children allowed by the foster care 
agency or the number permitted by 
ODHS rules for Certified Type B 
providers. 

a. County departments of human 
services and children's services 
boards license foster care homes. 

In approximately half the counties 
in Ohio these departments are 
combined as a part of the county 
department of human services. In 
the remaining counties these 
departments are separate entities. 

b. The state department of human 
services also certifies other public 
and private agencies to 
recommend homes for foster care 
licensing. 

c. Providers should be directed to 
the district licensing office of the 
department of human services in 
their region to determine which 
departments or agencies are 
certified to recommend foster care 
homes and place children. A list 
of these offices is included in the 
appendix. 
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d. The Ohio Department of Youth 
Services approves homes to 
board children. Providers should 
be directed to the regional office 
that serves their area in Akron, 
Columbus, Dayton or Toledo. A 
list of these offices is in the 
appendix. 

e. The Ohio Department of Mental 
Retardation and Developmental 
Disabilities approves homes to 
board children. For local 
information contact the local 
county board of mental retardation 
and developmental disabilities. 

Providers may receive CACFP 
benefits for a child in foster care if 

• another eligible child is enrolled in 
the CACFP and is claimed for the 
same meal, and 

• the foster child meets the income 
eligibility requirements of the 
CACFP 

Family day care home approval 
through local municipal ordinance 

A few municipalities in Ohio have 
adopted ordinances to regulate 
approval of family day care homes 
within their boundaries. These 
approved day care homes are eligible 
to receive CACFP benefits. 

a. The group size allowed for CACFP 
purposes is the lesser of the 
number of children permitted by 
the municipal ordinance or the 
number allowed by ODHS mles 
for Certified Type B homes. 



b. Providers should be directed to the 
mayor’s office for this type of 
approval. 

7. Family day care home approval 
through the armed services or 
other federal agencies 

Family day care homes licensed by 
the armed services or other federal 
agencies must follow the regulations 
of those agencies. They are eligible 
to receive CACFP benefits. 

8. Alternate approval 

When a provider is not eligible for any 
other local, state, or federal 
certification or licensure, s/he may opt 
to meet federal child care standards to 
be alternately approved to participate 
in the CACFP. To be alternately 
approved, a provider must pass fire 
and health inspections, and meet 
CACFP standards every 12 months. 
Sample forms are included in the 
appendix. 

a. Fire safety Inspection 

This annual inspection must be 
completed by a certified fire safety 
insp^or or state fire marshal. 

The state fire marshal inspects the 
home only when a local inspector 
is not available. Sponsors can 
help providers with this 
requirement by giving them the 
name of the local fire department 
that serves the provider’s 
neighborhood. The provider 
should make the contact with the 
fire department and arrange an 
appointment for an inspection. If 
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the provider lives outside a local 
fire bureau, contact the Division of 
the State Fire Marshal in 
Reynoldsburg, Ohio for the name 
of the district fire marshal. 

These inspections are authorized 
by Ohio Revised Code, Chapter 
3737, Section 22, Duties of fire 
marshal; bureaus; family day care 
homes. According to this code, 
inspectors may set a fee for the 
inspection services. Whether a 
fee is charged and the amount 
varies. 

b. Health inspection 

This annual inspection must be 
completed by a city or county 
health authority. Sponsors should 
give providers the name of the 
local health authority with 
jurisdiction in their neighborhood. 
These inspections are required for 
CACFP alternate approval 
participation, however, Ohio 
Revised Code does not require 
health inspections of private 
residences. Most health 
inspectors are cooperative and 
complete the inspections as a 
courtesy to the provider, the 
sponsor, and the ODE. Some 
health departments are 
concerned about liability issues 
and refuse tp complete the 
inspections. A locally determined 
fee may be charged for the 
inspection. 



c. CACFP standards 

This annual inspection is completed 
by the sponsor and must include 
the federally mandated standards 
specified in §226.6 (d)(2)and (3). It 
is usually the last step completed by 
the sponsor and the provider prior to 
alternate approval to participate in 
the CACFP. A copy of a CACFP 
standards form is included in the 
appendix. 

9. Unregulated child care 

An unregulated day care provider is any 
person who cares for nonresidentiai 
children in her or his home, and who 
does not participate in any local, state, 
or federal child care regulatory system. 
Even though they are unregulated, 
these providers must still comply with 
Ohio Day Care Licensing Law with 
regard to group size. Unregulated 
homes are referred to as Type B 
homes by ODHS rules. They are not 
certified Type B homes and therefore 
are not eligible for CACFP benefits or 
for public child care funds. 

10. Additional optional provider 
requirenwnts 

Some sponsors and some local and 
county departments impose additional 
requirements for providers to participate 
in their programs. Additional training, 
more restrictive limits on the number of 
children in care, submission of 
references. Since October, 1 993 Ohio 
law has required fingerprinting and 
background checks for child related 
occupations including family day care. 
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a. Additional training 

Sponsors may require alternately 
approved providers to meet the 
training requirements of Type B 
certification rules, or have up-to- 
date CPR and first aid training. 
Some sponsors require on-going 
training in child growth and 
development. 

b. Less than allowed group size 

Some licensing or approving 
agencies, which may include 
municipalities, foster care 
agencies, and the military, may 
establish smaller group size limits 
than allowed by Type B 
Certfication rules. The smaller 
group size, in these instances, 
applies. 



>1 

c. Provider references 

Some sponsors require providers 
to furnish names of several 
personal and/or professional 
references prior to approval. 

d. Provider background checks 

In the past, many sponsors 
routinely asked providers for 
permission to conduct reference 
checks through local law 
enforcement agencies. In October 
1 993 , reqiuirements for criminal 
background checks and 
fingerprinting were codified in 
Ohio law . Now all providers who 
receive state or federal funds for 
child care, meal reimbursement, 
or other funded services must 
comply with these requirements. 
Interim approval to participate in 
the CACFP is allowed while the 
investigation is undenway. Final 
approval is based on a positive 
report. Contact local law 
enforcement agencies for current 
information about background 
• checks and fingerprinting. 



V. 
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Chapter 6 Section C ^ 



Ohio Departtnent of Education Policies and Guidance 
Provider and sponsor rights, responsibilities, 
and restrictions 

Sponsors and providers have certain federally established rights and responsibilities in 
the CACFP. These rights and responsibilities are detailed on the agreement (form 009) 
that the sponsor and the provider sign prior to program participation. It is recommended 
that these statements be reviewed annually so both parties continue to understand their 
obligations and rights. 

This section of the manual reviews provider and sponsor rights and responsibilities, 
provides specific information about use of substitute caregivers, and highlights the limits 
placed on sponsors in the management of providers. 



Provider rights and responsibilities 

In accordance with CACFP regulations, 

the provider agrees to 

a. Be a certified or licensed provider, 
or alternately approved in the 
absence of local, state, or federal 
licensure or approval. Providers are 
responsible for maintaining current 
certification, lire^'- iing, or 
inspections. Providers are also 
responsible for giving sponsors 
verification of certification or 
licensure prior to final approval to 
participate in the CACFP. 

b. Attend training sessions required by 
the sponsor. 



c. Tell the sponsor without delay the 
names of any children added or 
dropped from enrollment or any 
changes in the home's license or 
approval status. 

d. Open their home to all children 
without regard to race, color, 
national origin, age, sex, or 
handicap. 

e. Keep daily records of 

1 ) food served to day care children 
at each meal 

2) number of meals served to 
children at each meal service 

3) number of enrolled children 
present each day 
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f. Claim meals served to enrolled 
eligible children living in the home 
24 hours per day (including the 
provider's own children) only if 
each residential child 

1 ) is enrolled in the CACFP 

2) meets family-size and income 
standards for free or reduced 
price meals 

3) is claimed for a meal only if 
another non residential child 
enrolled in the program is 
served the same meal and the 
meal is claimed for payment 

g. Claim only one meal per child at 
each meal service. 

h. Serve meals which meet CACFP 
nutrition requirements for the ages 
of the children being served. 

i. Claim CACFP reimbursement only 
for program meals approved by 
the state agency on the home 
application as updated locally by 
the sponsor. 

j. Serve meals to all enrolled 
children at no extra charge to 
parents or guardians. 

k. Make meal count and menu 
records available to the sponsor 
by the date required. 

l. Allow representatives from the 
sponsoring organization, the state 
agency, and the U.S. Department 
of Agriculture to come into the 
provider's home for the purpose of 
reviewing the CACFP operations. 



2. Approved substitute caregivers 

Oc^sionally a provider may need to 
hire a substitute to care for the 
children while attending training, family 
business, or other meetings. Certified 
or licensed providers and alternately 
approved providers may use a 
substitute caregiver and receive 
CACFP benefits for meals under the 
following circumstances: 

a. Certified or licensed providers may 
receive meal reimbursement when 
care is given by a substitute who 
has been approved by the 
certifying or licensing agency to 
provide substitute care. 

b. Alternately approved providers may 
receive meal reimbursement when 
care is given by a substitute who 

• is 1 8 years of age or older 

• lives in the provider's home 

• has an approved provider 
Application/Agreement (form 009/ 
009A) on file with the sponsor. 

3. Non-approved substitute caregivers 
mean disallowed meals 

Providers may not claim meals for 

a. A child cared for by a nonapproved 
substitute in the approved 
provider's absence 

b. A child cared for in a non-regulated 
home (a home that has not been 
certified, licensed or alternately 
approved). This situation may 
occur when a provider moves and 
is awaiting home approval. If it is 
documented that the certifying or 
licensing agency continues to pay 
for child care in the uncertified or 
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unlicensed home, the CACFP can 
reimburse for meals. Otherwise, 
program benefits are not paid. 



c. A child cared for in an alternately 
approved home that has not had 
fire, health, or CACFP standards 
inspections. Meals cannot be paid 
until all inspections have been 
satisfactorily completed. 

d. A child eating meals away from 
the provider’s home. Ohio 
CACFP policy requires providers 
to serve meals in their homes. 
Occasional picnics and field trips, 
and meals eaten away from home 
so the provider can attend 
approved training, are allowed. 

By ODE policy, reimbursement for 
restaurant meals is not allowed. 




4 . 



Sponsor rights and 
responsibilities 

In accordance with CACFP 
regulations, the sponsoring 
organization agrees to 

a. Train providers before they begin 
participation 



b. Offer additional training sessions 
scheduled at a time and place 
convenient for providers 

c. Respond to a provider’s request 
for technical assistance 

d. Provide recordkeeping forms 



e. Promptly pay each provider the 
full food service rate for each meal 
served within five days after 
receiving reimbursement from the 
state agency 

f. Charge no fee to the provider for 
CACFP services 

g. Assure that all meals claimed for 
payment are served to enrolled 
children without regard to race, 
color, national origin, age, sex, or 
handicap 

h. Assure that all meals claimed for 
payment meet CACFP 
requirements 

i. Visit each day care home during 
the hours of child care operations 
at least three times annually to 
review meal service and meal 
records 

In addition, sponsors are responsible 
for sending verification of certification 
or licensure to ODE with the 
provider’s application/agreement. 
Verification can be a letter on agency 
letterhead confirming the certification 
or licensure and the effective dates, 
or a copy of the provider’s certificate 
or license giving the effective dates df 
the contract. Sponsors should 
confirm current certification or 
licensure with the appropriate agency 
when the provider supplies a copy of 
the license or certificate as proof. 
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5. Sponsor restrictions 

Sponsors are prohibited from taking 
these actions with providers. 

a. The sponsor cannot charge a 
provider for any CACFP related 
services. If the agency has 
charges for non CACFP services, 
they must be identified as 
voluntary and unrelated to CACFP 
approval, continuation, and 
benefits. A voluntary charge may 
be a membership fee for a 
provider organization or provider 
newsletter, unrelated to CACFP 
participation. 



b. The sponsor may not require a 
provider to keep food expense 
records. However, the sponsor 
should offer annual training in 
state and federal tax requirements 
so the provider can make an 
informed decision about which 
records to keep. 

c. The sponsor may not pay for 
meals of any child(ren) above the 
number allowed in care at one 
time by the appropriate Type B or 
Type A group size limits. 

d. The sponsor may not offer 
financial bonuses to providers for 
participating in the CACFP, or pay 
a higher rate than the federally 
determined CACFP meal rate. 
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~ Chapter 6 Section D ~ 



Ohio Department of Education Policies and Guidance 
Provider active status^ renewal, and transfer 



As discussed in Section B of this chapter, providers must be regulated to participate in 
the CACFP. This section of the manual describes the documents required for a 
provider to have active status in the CACFP. Also discussed are annual renewal 
requirements for active status and provider transfer between sponsors. 



1 . Provider active status 

A provider is considered to be active 
in the CACFP when 

a. All approved inspections of an 
alternately approved home have 
been received by the state agency 



or is terminated from participating in 
the program by the sponsor, or 
unless the sponsoring agency has a 
policy regarding when providers are 
given inactive status in the middle of 
a fiscal year. 



b. Certification or licensure 
verification has been received by 
the state agency for certified or 
licensed homes 

c. The state agency has approved 
and signed the application/ 
agreement between the sponsor 
and the provider. Meal payments 
begin with this date. The 
sponsor is liable for earlier 
payments. 

For state agency purposes, once 
approved a provider remains active 
until the end of the fiscal year 
(September 30) unless s/he 
voluntarily discontinues participation, 



2. Annual required renewal of a 
provider's active status 

The sponsor is required to renew the 
active status of all providers by the 
beginning of each new fiscal year, 
October 1 , as a part of the sponsor's 
annual program application. To 
renew providers, the sponsor must 
send the following information to the 
state agency each year: 

a. Names and addresses of all 
providers who will renew for the 
fiscal year and who plan to claim 
reimbursement for meals in 
October 

b. For certified or licensed homes, 
proof of current local, state, or 
federal certification or licensure 
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c. For alternately approved homes, 
current fire and health inspections 
and CACFP standards 

A provider will be removed from active 
status whenever a certificate, license, 
or any one of the three inspections for 
alternate approval has expired and is 
not renewed by September 30. The 
sponsor cannot pay for meals claimed 
by a nonrenewed provider. ODE will 
reclaim incorrect payments from the 
sponsor. 

To avoid paying inactive providers 
erroneously, sponsors should validate 
the list of active providers with the state 
agency list before issuing the October 
meal payments to providers. 

3. Provider transfer between sponsors 

Sponsors should advise each provider, 
at the time of application and annually 
thereafter, of the right to transfer and 
the restrictions placed on transfer. 

A provider may wish to transfer 
between sponsors when s/he moves 
to a new location or when the services 
of another sponsor in the same area 
seem to better meet the provider's 
needs. 

4. Provider initiated transfer 

ODE restricts transfers requested by 
providers to the month of October, the 
beginning of the fiscal year. Transfers 
mid-year are allowed only if the 
provider has not claimed any 
reimbursement from October 1 to the 
date of the transfer. This restriction is 
intended to 



a. Help sponsors maintain the 
integrity of their administrative 
budgets. ODE recognizes that 
sponsors develop the 
administrative budget based on a 
realistic appraisal of the number of 
homes that will claim 
reimbursement for, meals each 
month during a fiscal year. An 
unpredicted change in the number 
of claims can have serious results 
for a sponsor in terms of staffing 
and services that can be offered to 
the remaining providers. 

b. Help sponsors avoid being placed 
in a competitive position by 
providers. 

5. Procedures for completing 
provider initiated transfers 

a. The receiving sponsor must 
confirm the provider is in good 
standing with the sending sponsor. 
Providers who are not in good 
standing are ineligible to transfer. 
To determine if a provider is in 
good standing, the new sponsor 
should 

• have the provider complete the 
provider transfer form which 
details the guidelines for transfer. 
The provider must understand 
these guidelines and abide by 
them. An example of a transfer 
form is included in the appendix. 

• or send the former sponsor a list 
of name(s) and address(es) of 
provider(s) who wish to transfer 
and ask the sponsor to indicate 
which provider(s) are in good 
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standing. When sponsors 
choose to communicate directly, 
they must give each transferring 
provider a written copy of the 
transfer guidelines which are 
detailed on the provider transfer 
form. 

b. The sponsor accepting the transfer 

must send to the state agency 

• Application/Agreement (form 009/ 
009A) correctly completed and 
signed by the new sponsor and 
the provider 

• proof that the provider is currently 
certified or licensed for child care 
in a certified or licensed home 

• a new CACFP standards in an 
alternately approved home. The 
fire and health inspections will be 
copied from the former sponsor's 
files for the new sponsor if they 
are current and if they were 
completed at the provider's 
current address. 

6. Sponsor initiated transfer 

A transfer initiated by a sponsor 
usually occurs when a provider moves 
from the geographic area of one 
sponsor to another's. Continuing to 
supervise the home would cause 
administrative hardship. Transfers 
initiated by sponsors may occur at any 
time of the year with a written 
agreement between the provider and 
both sponsors. 



7. Procedures for sponsor initiated 
transfers 

Sponsors must contact the state 
agency in writing indicating the name 
and address of the provider, the 
conditions related to the request for 
transfer, and the effective month of the 
transfer. The same documents 
required for a provider initiated transfer 
must be sent to the state agency for a 
sponsor initiated transfer. 

8. Beginning CACFP benefits for 
transferred providers 

a. A transferred provider may be paid 
for meals on the date the state 
agency signs the Application/ 
Agreement (form 009/009A). 

b. In the month of the transfer, the 
provider will lose reimbursement for 
the days prior to state agency 
approval. This occurs because a 
provider may not claim 
reimbursement from two sponsors 
for the same month. 

9. Provider name change 

The sponsor must inform ODE when a 
provider's name changes. Prompt 
notification prevents errors in payment 
and audit findings due to incorrect 
records. A name change form is 
included in the appendix. 

1 0. Change in type of provider approval 

The sponsor must inform ODE when a 
certified or licensed provider becomes 
alternately approved or visa versa. 
Prompt notification prevents errors 
which could be costly to the sponsor. 

A change form is included in the 
appendix. 
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1 1 . Provider change of address 

a. Certified or licensed providers who 
move cannot continue to 
participate in the CACFP until the 
new residence is approved or 
licensed. Payment will resume on 
the date the new residence is 
confirmed as approved for child 
care by the certifying or licensing 
agency. Proof of certification or 
licensure of the new home 
includes any one of the following: 

• a copy of the certificate or 
license bearing the new address 
with the dates cf the contract 

• written documentation from the 
agency confirming the date of 
reinspection and approval 



^ 

• proof that the provider has 
received payment for child care 
in the new residence during the 
dates in question. Proof may be 
an invoice from the approving 
agency made out to the provider 
or a letter from the agency 
confirming payment. Either 
must bear the payment dates 
and the new address. When 
there are questions about an 
invoice, the sponsor must 
contact the approving agency for 
clarification. 

b. Alternately approved providers 
must have new fire and health 
inspections and a new CACFP 
standard. Payment will resume 
on the date the last alternate 
approval form is completed. All 
forms must bear the inspection 
dates and the address of the new 
residence, and be signed by the 
appropriate authority. 
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Forms Required by the Ohio Department of Education to 
Approve Certified Type B, Type A, and Foster Care Providers 




Provider Status 


Document 


New 

Provider 


Provider 

Renewing 


New Address 


Transferred 

Provider 


1. Application/ 
Agreement 
(009/009A) 


X 


X 




X 


2. Proof of 
certification 
or licensure 


X 


X 


X 

-or- 


X 


3. Proof of 
reinspection 






X 

-or- 




4. Proof of 
payment for 
child care 






\J\ 

X 




5. Proof of good 
standing 








X 


New providers and providers renewing may be paid from the date the state agency 
receives all the required forms and signs the Application/Agreement (009/009A). 


Forms Required by the Ohio Department of Education to 
Approve Alternateiy Approved Providers 




Pro 


videtBtatus 


Document 


New 

Provider 


Provider 

Renewing 


New Address 


Transferred 

Provider 


1. Application/ 
Agreement 
(009/009A) 


X 


X 

lapsed inspeettons 
at end of fiscal year 




X 


2. Fire Inspection 


X 


X 


X 


from ODE files 


3. Health Inspection 


X 


X 


X 


from ODE files 


4. CACFP 
Standards 


X 


X 


X 


X 


5. Proof of good 
standing 








X 
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Chapter 6 Section E ^ 

Ohio Department of Education Policies and Guidance 
Enrolling children for CACFP meal benefits 
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Providers may claim meal and snack reimbursement from the CACFP for eligible and 
enrolled children. This section of the manual describes which children are eligible for 
program benefits and the process required for enrollment. 

Sponsors and providers must bear in mind that meal benefits must be available 
to all eligible children without regard to race, color, national origin, sex, age, or 
handicap. 



1 . CACFP age restrictions 

Providers may claim meals for 

a. Children from birth through 12 
years of age 

b. Children of migrant workers 
through 1 5 years of age 

c. Persons with documented mental 
or physical disabilities through 21 
years of age if they receive special 
services at a facility that serves 
primarily children 

2. Nonresidential children 

Children who do not live with the 
provider on a 24 hour basis are 
considered nonresidential children 
and are eligible for CACFP benefits. 
All nonresidential children must be 
enrolled for care and meet CACFP 
age restrictions. 



Residential children 

Children who regularly live with the 
provider on a 24 hour basis are eligible 
for CACFP benefits only if 
a. The family income meets the USDA 
criteria for free or reduced price 
meals. 



b. 



An Income Eligiblity Application, 
detailing the family income, has 
been filed with and approved by the 
sponsor. 



c. 



An eligible enrolled nonresidential 
child is present and eating the 
same meals claimed for the 
residential child. 

Residential children can include the 
provider’s own child, relative children, 
foster children, and informal 
arrangements where a non-related 
child lives with the provider on a daily 
basis. All residential children must be 
enrolled for care and meet CACFP 



age restrictions. 
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4. Temporary emergency residential 
care 

Generally a meal can be claimed for a 
residential child only if the family meets 
USDA income guidelines and the same 
meal is claimed for another enrolled 
and eligible child. However, when a 
child occasionally needs temporary or 
emergency 24 hour care, a provider 
may claim meals without an approved 
income eligibility form or other 
nonresidential children participating. 
Under these circumstances, meals 
may be claimed for three consecutive 
calendar days. If the child requires 24 
hour care beyond three days, all the 
requirements for residential care must 
be met. 

5. Foster children 

Children who have been legally placed 
in a home licensed by the Ohio 
Department of Human Services or 
other approved foster care agencies, 
are considered foster children. ODE 
treats foster i*are as follows: 

a. Foster children are not considered 
to be related to the provider unless 
they meet the ODHS definition of 
relative in the Type B Family Day 
Care Home Certification Rules. 

This means foster children from 
birth through 1 4 years of age count 
in group size limitations which are 
discussed later in this chapter. 

b. Foster children are considered to be 
residential children. This means 
meals may be claimed for a foster 
child only if another nonresidential 
enrolled child is claimed for the 
same meal and the foster child has 



an approved Income Eligibility 
Application on file with the sponsor. 
The Income Eligiblity Application 
required to receive meal 
reimbursement for foster children 
includes only the personal use 
income of the foster child(ren). The 
provider’s family income is not used 
to determine eligibility for CACFP 
benefits of foster children. 

6. Children from migrant families 

Children from migrant families are 
allowed to participate through 1 5 years 
of age. Sponsors must annually 
update written documentation of 
migrant worker status with the local 
migrant worker council. 

7. Children with disabilities 

Children with disabilities are allowed to 
participate in the CACFP through 21 
years of age as long as they are 
receiving special training at a facility 
that provides special services primarily 
to children. 

8. Sponsors must annually verify the 
disability 

In Ohio, a child with a disability must 
have an individual education program 
(lEP) on file with the school. Existence 
of an lEP is verification of disability. 
Sponsors must annually verify the 
existence of the lEP and document the 
person is enrolled with a local 
secondary school district or an agency 
that provides special services primarily 
for children. If the person is enrolled in 
a school or agency whose primary 
purpose is to serve adults, the person 
may participate through age 1 2 only. 
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9. Providers may not discriminate 

On the Agreement/Application(form 
009/009A) providers sign a statement 
that they will not discriminate against 
anyone in regard to race, color, 
national origin, sex, age, or handicap. 
Sponsors should inform providers 
they cannot discriminate against 
parents or eligible infants and 
children. 

Also, providers should be informed 
that restriction against discrimination 
due to disability extends to a child 
with AIDS or HIV as well as other 
disabling conditions. Please see the 
appendix for information about 
discrimination and the Americans 
with Disabilities Act. 

1 0. Enrolling eligible children 

Providers may claim meals for 
enrolled eligible children. To enroll a 
child, the provider must have the 
parent or guardian complete and sign 
the child enrollment form which must 
include the following information: 

a. Child’s name, age, and birthdate 

b. Days of the week the child is 
enrolled for care 

c. Usual arrival and departure times 

d. Meals that will typically be claimed 
for CACFP reimbursement 

e. Whether the child is the provider’s 
own child, a residential child, from 
a private pay family, or receiving 
publically funded day care 



f. A statement that the child is 
enrolled for care with the provider 
(the name of the provider must be 
written on the form) 

g. A statement that the child is 
participating in the CACFP, and 
that the provider will not charge 
extra for reimbursed meals 

h. Voluntary civil rights information 
about the child’s race or ethnic 
identity 

i. CACFP nondiscrimination 
statement 

j. Telephone numbers and address 
of parent/guardian 

k. Signature of the parent or 
guardian 

l. Date the parent or guardian 
signed the enrollment form 

See the appendix to this section for a 
sample enrollment form. 

1 1 . Updating child enrollment forms 

Sponsors are required to collect and 
maintain current and accurate 
enrollment information for each child. 
The sponsor may need this 
information to contact parents or 
guardians about meal claims or the 
child’s welfare, or to conduct surveys 
and distribute program information. 
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Providers should have parents 
regularly report pertinent changes. 
Most sponsors give the provider a form 
to report meal or enrollment changes 
which the provider returns to the 
sponsor with the monthly meal 
records. This process continually 
updates the sponsor’s records with 
current enrollment and meal 
information. 



1 2. Renewing child enrollment forms 

All child enrollment forms must be 
renewed at least every three years. 
Information must be currant and 
accurate. Some sponsors ask 
providers to have parents or guardians 
renew the enrollment forms annually. 

1 3. Enrollment forms for children in the 
care of more than one provider 

Some children are cared for by more 
than one provider For example, a 
family may need long hours of care 
and may be unable to find one provider 
to meet their needs or the family may 
need to use a second provider for 
weekend care. Occasionally a 
provider will refer a parent or guardian 
to another provider while the regular 
provider is on vacation, at training, or 
otherwise away. 

Only the caregiver listed on the 
enrollment form may claim meals for 
that child. If two providers care for the 
same child, both must have a signed 
enrollment form on file with the 
sponsor to be reimbursed for the 
child’s meals. 



1 4. Income Eligibility Application (lEA) 
for residential children 

All residential children must have an 
lEA approved and on file with the 
sponsor to participate in the CACFP. 
This application verifies that the child 
meets USDA free or reduced price 
income guidelines or receives AFDC 
or food stamp benefits. 

1 5. The lEA as the enrollment form 

The lEA is considered the enrollment 
form for a residential child when it 
includes a statement that the child is 
enrolled in the home for child care. If 
this statement is not on the lEA, an 
enrollment form must be completed 
and on file with the sponsor. 

1 6. General guidelines for completing 
thelEA 

a. All information required on the lEA 
must be accurate and complete. 

b. All household income must be 
included on the lEA. 

c. The provider’s income from her or 
his day care business must be 
included on the lEA. Sponsors 
should be advised that a new 
provider may not have an accurate 
measure of day care income, and 
the lEA may need to be revised 
within the first month or two. 

d. CACFP meal reimbursement is 
usually considered payment for a 
business expense and not income 
to the provider. Since the provider 
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is allowed to report net income 
from day care (after expenses are 
deducted) the CACFP payments 
are not actually income. 

However, providers should be told 
that the Internal Revenue Service 
generally requires providers to 
document day care business 
costs, including food, with bills, 
receipts, and cancelled checks. 
Without these records, the 
CACFP reimbursement may be 
considered as income by the IRS. 

e. Providers must update the lEA 
whenever family income 
increases by $^.00 per month, or 
$600.00 per year or more, when 
the number of household 
members decreases, or when 
AFDC or Food Stamp benefits are 
terminated. 

1 7 . See the appendix for detailed help 
in completing the lEA 

Please read the Sponsor Instructions 
for Completing the Income Eligibility 
Application which is in the appendix 
to this chapter. This instruction 
provides detailed information to help 
sponsors avoid costly errors. 

1 8 . General guidelines for verifying 
the lEA 

Several sponsors require providers 
to document the household income 
reported on lEA’s. Income earned 
outside the home may be supported 
by a wage and hour statement, a 
letter from the employer, a recent 
copy of an IRS 1 040 income tax 





form, or confirmation of Food Stamp or 
AFDC case numbers. Day care income 
earned in the home may be 
documented by a written statement 
from the parent or guardian of an 
enrolled child. If public funds are 
involved, the county department of 
human services can give the provider 
documentation of earned income. This 
kind of verification is not currently 
required for CACFP participation. 
However, sponsors and providers will 
be held financially liable for any meals 
paid for the provider’s own children 
when the family is over income . The 
provider or sponsor must then repay the 
state agency for the cost of these 
incorrectly claimed meals. 

19. CACFP requirements for lEA 
verification include the following: 

a. The sponsor must document the 
date the lEA is received at the top of 
the form. 

b. The sponsor must review the 
information and correctly categorize 
the application as accepted or 
rejected. 

c. The sponsor must validate the form 
by signing and dating it in the 
appropriate spaces. 

d. The date the parent or guardian 
signs the lEA is considered the 
effective date. If the parent does not 
date the lEA the effective date 
becomes the date the sponsor 
approves the form. 
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e. The lEA is valid for 12 months 
from the effective date unless 
ADFC or Food Stamp benefits are 
terminated, the family income 
increases by $50.00 per month or 
$600.00 per year, or family size 
decreases. 

f. While the lEA is valid for 1 2 
months from the effective date, 
CACFP benefits may be approved 
for the entire month regardless of 
when during that month a child's 
lEA was received and approved. 

20. Annual renewal of lEA’s required 

Sponsors must have providers renew 
the lEA each year. Sponsors should 
either renew all lEAs at the same 
time each year (usuaily in August or 
September after the new income 
scales are published) or have a 
reminder method to assure that each 
form is renewed every 12 months. 

21. General offic«> procedures 
recomntended for the lEA 

a. Sponsors should duplicate all 
lEA's and file the second set in a 
secure location. 

b. Sponsors must keep ali CACFP 
records, including Income 
Eligibility Appiications, for three 
past years and the current 
program year. 

22. Handle the lEAs with extreme care 

Income Eligibility Applications must 
be accurate and available during a 



N 

review or an audit. Lost or 
erroneously approved applications 
and inconect or incomplete 
information are the primary sources 
of costly findings against a sponsor 
during a state agency review or 
outside audit. When documentation 
does not support payment of meals 
for a residential child, the sponsor 
must repay the overclaim to the state 
agency. 

23. Claiming meals for enrolled 
children 

On-going providers may begin 
claiming meals for a newly enrolled 
child as soon as the sponsor receives 
and approves the completed 
enrollment form (and the income 
eligibility form for a residential child). 
Sponsors must document the date 
the enrollment form was received on 
the form. Meals paid prior to the date 
the enrollment form is received are 
not allowed and will be reclaimed 
from the sponsor by the state 
agc'^cy. 

24. Claiming meals for schooiage 
children 

a. Lunch may not be claimed for 
schoolagers when school is in 
session and the National School 
Lunch Program (NSLP) is offered 
in the chiid's buiiding. 

b. Lunch may be claimed for 
schooiagers only during school 
closings, vacation, when the chiid 
is home ill, or when the NSLP is 
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not offered in the building and the 
child comes to the provider's 
home to eat. The provider must 
be able to support the meal claim 
with written documentation. 

25. Meal reimbursement ends 

a. When the child becomes 1 3 years 
old 



b. When a child of a migrant worker 
becomes 16 

c. When a child with a disability 
becomes 22 years old, or before if 
special services are discontinued 



Forms Required for Meal Reimbursement Approval 


Status 


lEA Required 


Enrollment Form 
Required 


Non-residential 

child 


no 


yes 


Residential 


yes 


yes 
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Ohio Department of Education Policies and Guidance 

Group size 

The Child and Adult Care Food Program can reimburse for meals served to children in 
family day care from birth until the thirteenth birthday. Children with documented 
disabilities may participate through 21 years of age; migrant worker children until 16. 

As state agency policy, the CACFP supports the group size requirements as defined by 
ODHS Day Care Licensing Law and Type B Family Day Care Home Certification Rules. 
This section of the manual defines who is included in the group, when violations in 
group size occur, and actions required when violations are encountered. 
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1 . Group size limits 

Type B family day care providers 
may care for or supervise no more 
than six children at one time. 

Included in the group of six, no more 
than three children may be under two 
years of age at one time. 

2 . Who IS included In the group 

Even though the CACFP benefits are 
restricted to children from birth until 
the thirteenth birthday, all nonrelated 
children in the supervision of the 
family day care provider until the 
fifteenth birthday count in the group 
of six. This includes children visiting 
with the family day care provider’s 
children, neighborhood children who 
drop by, foster children in care with 
the family day care provider, 
schoolagers in extracurricular 
activities, such as Scouting, who 
come to the family day care 
provider’s home. The following 
children are included in the group: 



a. Ail lelative children until the sixth 
birthday 

b. All nonrelative children until the 
fifteenth birthday 

While CACFP benefits are available 
to children until 13 years of age, all 
nonrelative children, including 
nonrelative foster children are 
included in the group size until 1 5 
years of age. 

c. No more than three of the six 
children may be under two years 
of age. 

3 Who IS NOT included in the group 

a. The family day care provider’s 
own children who are six years 
of age or older. 

b. The family day care provider’s 
relative children who are six 
years of age or older. 
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c. Legally adopted children 
(including permanent custody 
of foster children) who are six 
years of age or older. 

4. Violations of group size 

A provider caring for or supervising 
more children than allowed by ODHS 
Day Care Licensing Law and Rules is 
operating an unlicensed day care 
center or Type B family day care 
home. The law prohibits unlicensed 
operations and authorizes the 
Department of Human Services to 
investigate. Ohio Day Care 
Licensing Law is violated when 

a. A seventh relative child under six 
years of age is added to the 
provider’s care or supervision 

b. A seventh nonrelative child under 
1 5 years of age is added to the 
provider’s care or supervision 

c. A fourth child 23 months of age or 
younger is added to the provider’s 
care or supervision 

5. Action required when group size 
requirements are violated 

ODE policy supports ODHS 
regulation and requires the sponsor 
to take the following action when 
group size violations have been 
observed at a home visit: 

a. Discuss group size requirements 
with the provider. Outline the 
procedure the sponsor is required 
to follow if the provider continues 
to violate Ohio law. 



b. In certified or licensed homes 

• Report the violation to the 
appropriate county department 
of human ser\^s or licensing 
agency. 

• Disallow meals for any children 
in excess of the allowed group 
size. 

• Encourage the provider to 
contact their child care worker 
about the extra children in care. 

• Document in writing the in-home 
observations and the contact 
made to ODHS. 

• Sponsors do not have the 
authority to terminate a 
certificate or license but are 
required to terminate 
participation in the CACFP if 
group size violations are 
observed twice. 

c. In alternately approved homes: 

• Disallow meals for any children 
above the allowed group size. 

• Report the violation to the 
appropriate district licensing 
office of the department of 
human services. 

• Document in writing the in-home 
observations and the contact 
with the district licensing office. 

• Warn the provider that the 
second time group size violation 
is observed, participation in the 
CACFP will be terminated. 
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Age Eligibility for CACFP Benefits 

Child status Ages of eligibility 

All children birth until the 1 3th birthday 

Migrant children ★ birth until the 1 6th birthday 

Child with a birth through 21 years 

disability ★★ 

Status as a migrant must be documented annually. 

Eligibility and receipt of special services for children with disabilities 
must be documented annually. 



Ohio Department of Human Services Group Size Limits for 
Type B Homes by Age and Family Relationship 




Birth until the 6th birthday 


Age 6 until the 16th birthday 


Relative 

children 


count in group size 


do not count in group size 


Non-related 

children 


count in group size 


count in group size 


Foster children 
non-reiated 


count in group size 


count in group size 


Any child on the 
premises without 
parent or guardian 
supervision 


count in group size 


non-relative children 
count in group size 

relative children do not 
count in group size 
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Type B Homes: 

Number of Children Allowed in Care at One Time 

The number of children allowed in care at a Type B home is determined by 
the age and relationship of each child to the provider. 



Age of Child and Relation Examples of Number of 

to the Provider Children Allowed 



Birth through 23 months of age 
(includes relatives and non-relatives) 


3 


2 


1 


0 


24 months until the 15th birthday 
(includes relative children 
under six years of age) 


±2 


±4 


±S 


±£ 


Maximum allowed group size 


6 


6 


6 


6 



★ Exceptions for relatives six years of age and older 'k 

1 . All non-relative children are included in the group size requirements until the 1 5th birthday. 
This includes all children visiting with the provider's own child or otherwise on the premises 
without a parent or guardian. 

2. Any number of relative children six years of age and older may be added to the group and 
not violate group size requirements. 

3. Relatives are defined by Ohio Department of Human Services rules. Please see the defini- 
tion of relatives in chapter 1 . 

4. Relatives DO NOT include foster children unless they have been permanently placed in the 
family. 

5. Relatives DO include formally adopted children. 

Check with the county department of human services about 
current restrictions placed on the number of relatives allowed in care. 
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Chapter 7 

Child and Adult Care Food Program 
Provider recruitment, training and support 
Table of contents 



Section A 

Federal Regulations 

§226.16 Sponsoring organization provisions 7.3 

Section B 

Ohio Department of Education Policies and Guidance 
Provider recruitment 
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3. Providers may not discriminate 7.4 

4. Preapproval requirements 7.4 

5. What to do when a provider's abilities are questioned 7.4 
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7. Measurable outreach goals and objectives 7.5 
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9. Avoid staff burn-out, reward staff 7.5 
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Section C 

Ohio Department of Education Policies and Guidance 
Provider training 

1 . New providers, preapproval training 

2. On-going providers, annual training 

3. Training offered by other sponsors 

4. Approved topics for training 

5. Training new providers, suggested topics 

6. Training experienced providers, suggested topics 

7. Topics not approved for training 

8. Training documentation 

9. Qualified trainers 

10. CIaiming meals while at training 

1 1 .Non-approved substitute care 

1 2. Allow^ training expenses 

13. Disallowed training expenses 

14. No fees may be assessed for CACFP training 

1 5. Fees may be assessed for services unrelated to the CACFP 

Section D 

Ohio Department of Education Policies and Guidance 
Support services 

1 . Provider handbooks 

2. Provider networks 

3. Sponsor newsletters 

4. Provider involvement 

5. Allowable expenses for provider support 
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~ Chapter 7 Section A ^ 

Federal Regulations 

Provider recruitment, training , and support 



§226.16 Sponsoring organization provisions. 



(b) Each sponsoring 
organization shall submit 
to the state agency all 
information required for its 
approval and the approval 
of all child care and adult 
day care facilities under its 
jurisdiction, including: 

(1 ) A sponsoring 
organization management 
plan, in accordance with 
§226.6 (f)(2); 

(2) An application for 
participation, or renewal 
materials, for each child 
care and adult day care 
facility accompanied by all 
necessary supporting 
documentation; and 



(3) Timely information 
concerning the eligibility 
status of child care and 
adult day care facilities 
(such as licensing/ap- 
proval actions). 

(d) Each sponsoring 
organization shall provide 
adequate supervisory and 
operational personnel for 
the effective management 
and monitoring of the 
program at all child care 
and adult day care facili- 
ties under its jurisdiction. 
At a minimum, such 
Program assistance shall 
include: 



(1) Pre-approval visits 
to each child care and 
adult day care facility for 
which application is made 
to discuss program ben- 
efits and verify that the 
proposed food service 
does not exceed the 
capability of the child care 
facility: 

(2) Staff training for all 
child care and adult day 
care facilities in program 
duties and responsibilities 
prior to beginning program 
operations: 

(3) Additional training 
sessions, to be provided 
not less frequently than 
annually. 
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Ohio Department of Education Policies and Guidance 

Provider recruitment 

As any sponsor quickly learns, the life of the organization depends on a sponsor's ability 
to recruit and retain active providers. The Ohio Department of Education understands 
the fiscal importance of successful recruitment efforts. In addition, the Ohio Department 
of Education believes it is a sponsor's responsibility to promote the CACFP. 

As you recruit new providers keep in mind the overwhelming consideration should be 
what is best for the children. At a minimum, the home should provide a safe and 
healthful environment. All parents should have reasonable assurance of safe care for 
their children in home day care. Following are additional ODE policies and guidance to 
help make your outreach program successful. Much of the information in this section 
was shared by sponsors who have successful outreach programs. 




1 . 



Nondiscrimination clause 

All print materials (including outreach 
materials) used in the Child and Adult 
Care Food Program must include this 
non-discrimination statement: 

The Child and Adult Care Food 
Program is open to all eligible 
children regardless of race, color, 
national origin, sex, age, or handicap. 
If you believe you have been treated 
unfairly in receiving food services for 
any of these reasons, write 
immediately to the Secretary of 
Agriculture, Washington, DC 20250. 



2. Sponsors may not discriminate 

All persons, regardless of race, color, 
national origin, sex, age, or handicap 
are eligible to participate. 



3. Providers may not discriminate 

Providers may not discriminate 
against any child or family based on 
race, color, national origin, sex, age, 
or handicap, including diseases such 
as AiDS or HIV. 

4. Preapproval requirements 

All providers recruited to participate in 
the CACFP must be licensed, 
certified or alternately approved. 

5. What to do when a provider's 
abilities are questioned 

While no provider should be 
discriminated from participating in the 
Child and Adult Care Food Program, 
the ultimate consideration when 
determining who may participate is 
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his or her ability to provide a safe 
environment for children. When 
competence is questioned, the 
sponsor may require a prospective 
provider to obtain a signed statement 
from a licensed physician attesting to 
the provider’s ability to provide the 
physical and emotional care required 
by children under normal anc/ 
emergency situations. Periodic 
reaffirmation of the provider’s abilities 
by the physician is recommended in 
cases where ability to care for the 
children is questioned. 

6. Program commitment 

Successful outreach efforts always 
involve 

a. Commitment to the program and 
people involved with a sincere 
appreciation for children, family 
day care providers, and parents 

b. Personal involvement in the 
community 

c. Significant networking with others 
interested in child care 

7. Measurable outreach goals and 
objectives 

Sponsors should work with staff to 
establish short and long term 
measurable outreach goals and 
objectives and methods for achieving 
them. 

8. Staffing for outreach 

There are many effective methods of 
promoting and increasing local 
participation in the Child and Adult 
Care Food Program. 



a. Some agencies use specialized 
outreach staff to promote the 
program. 

b. Others incorporate outreach 
responsibilities into the job 
description of field staff. When a 
myriad of duties are the 
responsibility of one individual, 
sponsors should be aware of the 
potential for overwhelming a staff 
person and creating a situation 
where it isn’t to the person's 
advantage to do one more job. As 
an example, if the job requires 
program promotion and increased 
enrollment, the staff person might 
be less interested if s/he is also 
expected to monitor the recruited 
providers. 

c) Some sponsors divide job 
responsibilities between several 
persons. One is responsible for 
home visits and provider support, 
another is hired, often at a lower 
wage, to review menus and count 
claims. This method can free up 
time for outreach and program 
monitoring. 

9. Avoid staff burn-out, reward staff 

Sponsors should be keenly aware of 
the possibility for burn-out when staff 
have many responsibilities. 

a. Adding staff when needed to keep 
caseloads at a reasonable level is 
helpful. 

b. Offering special recognition for 
those who are able to perform 
many duties can encourage staff. 



V 
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Employee of the month, special 
recognition at staff meetings, 
personal notes sent and then 
added to a personnel file, special 
parking spaces, and dinner with 
the executive director can ail help 
assure effective staff and program 
growth. 

c. Offering additional incentives for 
effectively maintaining a caseload 
may help promote program 
growth. For example, staff can be 
rewarded with full paid attendance 
to CACFP related meetings, or a 
reduced geographic area to 
manage as the caseload grows. 



10. Networking 

Sponsors should establish positive 
working relationships with other 
agencies and persons who can 
support and enhance child care and 
nutrition for children. 

a. Who to contact 

The following organizations are 
active in most communities. 

• county departments of human 
services 

• Head Start programs 

• Women, Infants, and Children 
Programs (contact county health 
departments) 

• resource and referral agencies 

• adult education in high schools 

• joint vocational schools and 
technical colleges 

• elementary schools 

• local hospitals 



• physicians 

• Cooperative Extension Service 

• day care center associations 

• city council members and county 
commissioners involved in child 
care issues 

• service groups (such as league 
of women voters, business and 
professional women's 
associations, sororities, service 
clubs, extension home makers’ 
clubs, girl scout leaders, Kiwanis, 
and Jaycees) 

• local associations for the 
education of young children 

• local associations of home 
economists 

• community action agencies 

• churches 

• United Way agencies 

b. Ideas for working together 

Work with other organizations and 
individuals to maximize efforts and 
create a coordinated child care 
system. Cooperative efforts could 
involve 

• coordinating joint training 

• sharing items for newsletters 

• asking others to distribute flyers, 
posters, or other materials to their 
clientele 

• sharing a booth at a local fair 

• arranging special occasion 
provider get-togethers 

• planning an event around 
National Week of the Young 
Child (in early April) or National 
Nutrition Month (March) 
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c. Use the media 

Use the media to get your 
message out. Each community 
has a unique mix of media 
possibilities available. 

• for free advertising, send public 
service notices to newspapers 
about your program. 

• highlight a special provider in an 
article or on a local radio or 
television talk show. 

• produce a public service 
announcement at a local college 
or radio station to tell about your 
program. 

d. Get help from the provider 
network 

Encourage providers to help 
recruit other providers. They 
probably, know best who is caring 
for children in your community. 

• ask providers for referrals at 
home visits. 

• arrange for several active 
providers to meet and 
brainstorm ways to reach more 
people. 

• solicit donations from local 
merchants to recognize 
providers who recruit others and 
to welcome new providers to 
your sponsorship. 

• send in a news release to the 
local paper telling the 
community about the donation a 
local merchant made to your 
efforts. Follow-up with a copy of 
the article to the merchant. 

• encourage provider networks. 
Start a family day care provider 
support group. 



• encourage experienced providers 
to mentor new providers. 
Experienced providers offer 
terrific help in setting up the day 
care home, arranging a daily 
schedule, planning joint events, 
and assisting with papenwork. 

1 1 . Effective program literature 

Be sure your print material, flyers, 
posters, and brochures, are self 
explanatory and simple. 

a. Make sure those who read them 
know the benefits of your 
association or agency. 

b. Use as few words as possible. 

c. Always use the non-discrimination 
clause on print materials. 

d. Try tear off telephone contact 
numbers to increase calls from 
your promotion. 

e. Make contact with an individual 
when leaving program literature. 
Materials left out on a counter will 
not be as effective as personalized 
contact. 

1 2. Allowable outreach expenses 

CACFP administrative funds can be 
used to advertise for new providers, 
pay for outreach staff salaries and 
expenses, and purchase supplies for 
outreach. 

13. Disallowed outreach expenses 

CACFP administrative funds cannot 
be used for recruitment incentives. 
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Chapter 7 Section C'^ 






Ohio Department of Education Policies and Guidance 

Provider training 

Federal regulations require sponsors to train providers before they begin participation in 
the program and to offer at least one CACFP or nutrition related training for family day 
care providers each year. ODE recognizes that new providers have very different needs 
from more experienced providers. When possible those with more experience should be 
encouraged to assist with training. To meet individual needs, ODE recommends 
offering providers a variety of training opportunities at various locations and times each 
year. Sponsors may establish their own minimum training requirements that surpass 
federal regulations. 



1 . 




New providers, 
preapproval training 

Sponsors must adequately train 
providers before providers can begin 
to claim children's meals. This initial 
training is often one-on-one. 
Occasionally, small group orientation 
meetings are possible. 



2. On-going providers, 
annual training 

a. Every sponsor must offer at least 
one annual training in CACFP 
policies and procedures, meal 
pattern requirements, or nutrition. 
Supplies and resources may be 
purchased for this rtiandatory 
training. 

b. Sponsors may offer additional 
optional training in infant/child 
cardio-pulmonary resuscitation, 
small business management, and 
taxes. Supplies and resources 
may be purchased for this 
optional training. 



c. Each provider must attend at least 
one CACFP training annually. 
Training meetings are held in small 
to large group settings. Some 
sponsors tape training sessions for 
providers who are unable to 
attend. Others offer home study 
kits. These methods are 
acceptable, however, providers 
should be strongly encouraged to 
attend regular group sessions as 
much is learned from the 
members. The networking that 
occurs has a positive impact 
beyond the immediate training 
session. 

3. Training offered by other sponsors 

a. A sponsor cannot delegate 
responsibility for meeting the 
annual mandatory training 
requirement to another sponsor or 
organization. 

b. Sponsors may cooperate with one 
another to offer joint sessions. 
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c. A sponsor may acxjeptp, training 
session offered by another 
sponsor for a particular provider. 

d. When a sponsor accepts the 
training offered by another 
sponsor, a system must be in 
place to transfer information about 
the date, location, content, 
trainers, and length of training. 

4. Approved topics for mandatory 
training* 

When developing a program to meet 
mandatory training requirements be 
sure each session includes some 
information specified in the federal 
regulations related to sections 7CFR 
226.16, 226.18, and 226.20. 
Approved topics for mandatory 
training include: 

a. CACFP policies and procedures, 
nutrition, meal pattern and record 
keeping requirements, reviews, 
reimbursement, and participation 
policies 

b. Food buying, preparation, 
service, and storage 

c. Health and safety issues of food 
as related to children 

When planning training keep in mind 
the best sessions are those that 
encourage participation. Providers 
have a wealth of knowledge and 
should be encouraged to take an 
active role presenting materials and 
sharing experiences. 



5. Training new providers, 
suggested topics 

a. Planning nutritious meals using the 
CACFP guidelines* 

b. Portioning foods: what “enough” 
looks like* 

c. Making the most of the food 
budget* 

d. Label reading* 

e. Food safety and sanitation* 

f . Small busi ness practices for family 
day care 

g. Income taxes and family day care 

h. Red Cross communicable diseases 

i. Red Cross first aid and safety 

j. Infant/child cardio-pulmonary 
resuscitation 

6. Training experienced providers, 
suggested topics 

These topics should be developed so 
the information relates to Child and 
Adult Care Food Program procedures 
and nutrition requirements. 

a. Food preparation: tricks with small 
appliances* 

b. Creative cooking - leftovers, cook- 
ahead casseroles, crockery 
cookery* 

c. Nutritious and creditable snacks* 

d. Understanding children’s growth 
patterns and food needs -helping 
the picky eater try foods* 

e. Teaching children to cook* 

f. Helping children learn table 
manners* 






* Topics approved for CACFP mandatory annual training 
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7 . Topics not approved for training 

General topics unrelated to the 
federal guidelines for the program do 
not meet CACFP training 
requirements. For example, general 
child growth and development, 
discipline, and crafts do not qualify as 
approved CACFP training topics. 

8. Training documentation 
Sponsors must document the date, 
location, topic, participants and 
trainer for each session held. Attach 
the agenda to the documentation. 

9. Qualified trainers 

Trainers should be persons well- 
versed and experienced in the topic 
being addressed. The following are 
recommendations for persons who 
can offer training: 

a. Family day care providers who 
have special skills, talents, and 
experiences 

b. Persons with Child Development 
Associate credential ng 



e. Head Start trainers 

f. Business or other professional and 
paraprofessionals skilled in child 
care, nutrition, health, safety, or 
business aspects of family day care 

1 0. Claiming meals while at training 
Providers may be reimbursed for 
children's meals and snacks while 
they attend a training session related 
to the operation of their day care 
business under the following 
circumstances: 

a. When the children are with the 
family day care provider during the 
time of the meal, the caregiver has 
provided the food, and all the meal 
components are present in 
appropriate quantities. 

b. When an alternate or substitute 
caregiver is used: 

• a certified provider who uses a 
substitute caregiver in his/her own 
home, may claim meals if the 
county has approved the 
substitute caregiver and the 
specific situation. Note: When 
children are being cared for in 
another approved provider’s 
home additional child enrollment 
forms must be signed by the 
parent and received by the 
sponsor. The sponsor must have 
enrollment forms for the same 
child(ren) in both providers’ files. 



c. Professional staff at the county 
cooperative extension service, the 
health department, local hospitals, 
departments of human services, 
county and district Internal 
Revenue Service, and the 
American Red Cross 

d. Home economics teachers, 
college instructors, early childhood 
education teachers with advanced 
degrees 
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• an alternately approved provider 
who uses a substitute caregiver 
in his/her own home, may claim 
the meals if the alternate 
caregiver is an approved 
provider (with an ODE approved 
009 ), is a member of the 
provider’s household, is at least 
18 years of age, and all the meal 
components are present in 
appropriate quantities. 

1 1 . Non-approved substitute care 

Meals cannot be c’aimed while a 
provider attends training if the 
substitute or the home has not been 
certified, licensed, or alternately 
approved. 

1 2. Allowed training expenses 

a. CACFP administrative funds may 
be used for trainers, facility costs, 
supplies for demonstrations, and 
educational materials when 
training is directly related to 
program requirements. 

b. CACFP administrative funds can 
be used to pay for the operation of 
agency vehicles to transport 
providers to training when training 
is directly related to program 
requirements. 



c. When training includes some 
information directly related to 
CACFP policies and procedures, 
a portion of the cost associated 
with the training (supplies, 
trainer, meeting room) may be 
claimed. 

1 3. Disallowed training expenses 

a. CACFP administrative funds 
cannot be used for entertainment, 
gifts, incentives, or parties. 

b. CACFP administrative funds 
cannot be used to reimburse 
providers for transportation costs 
to attend training such as bus or 
cab fare or gasoline. 

14. No fees may be assessed for 
CACFP training 

Sponsors may not charge a provider 
for technical services relative to the 
Child and Adult Care Food Program. 

1 5. Fees may be assessed for 
services unrelated to the CACFP 

Sponsors may assess a fee for 
services that are not related to the 
Child and Adult Care Food Program 
(forex., advice on parenting), but the 
provider’s reimbursement check 
cannot be adjusted to pay for the fee, 
and the provider cannot be required 
to participate. 
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- Chapter 7 Section D ~ 



Ohio Department of Education Policies and Guidance 

Support services 






Family day care providers often operate in isolation with little support and positive 
reinforcement from the outside world. Much can be done to help providers grow 
professionally and personally. Sponsors are encouraged to give this support through 
the following; 



1. Provider handbooks 

Distribute a family day care provider 
handbook that details the basics of 
the program for your agency. 




2 . 



Provider networks 

Encourage providers to network with 
one another at training sessions and 
on their own. Help them become 
involved in their own professional 
organizations. Share information 
about the National Association for the 
Education of Young Children, the 
National Association of Family Day 
Care Providers, and the Child 
Development Association National 
Credentialing Program. 



3. Sponsor newsletters 

Offer a sponsor newsletter or other 
method of on-going, positive 
communication with providers. 



4. Provider involvement 

Encourage providers to contribute to 
sponsor newsletters, training efforts, 
and program planning. 

5. Allowable expenses for provider 
support 

CACFP administrative funds can be 
used to reimburse providers who 
speak at trainings or give the sponsor 
other assistance related to training. 

An honorarium may be paid for their 
time. In addition, the sponsor may 
reimburse mileage and meal costs at 
the agency rate for a provider who 
acts as a trainer. The cost, hours, 
and services must be documented. 
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Chapter 8 Section A 

Federal Regulations 
Provider monitoring 



§226.16 Sponsoring organization provisions. 



(d) Each sponsoring 
organization shall provide 
adequate supervisory and 
operational personnel for 
the effective management 
and monitoring of the 
program at all child care 
and adult day care facili- 
ties under its jurisdiction. 
At a minimum, such 
program assistance shall 
include: 

(1) Pre-approval visits 
to each child care and 
adult day care facility for 
which application is made 
to discuss program ben- 
efits and verify that the 
proposed food service 
does not exceed the 
capability of the child care 
facility; 

(4) Reviews of food 
service operations to 
assess compliance with 
meal pattern, record 



keeping, and other pro- 
gram requirements. Such 
reviews shall be made not 
less frequently than: 

(ii) Three times each 
year at each day care 
home, provided at least 
one review is made during 
each day care home’s first 
four weeks of program 
operations and not more 
than six months elapse 
between reviews. How- 
ever, based on case-by- 
case findings by the state 
agency that improved 
efficiency and more effec- 
tive management will 
result and subject to 
FNSRO approval. State 
agencies may allow some 
or all of their sponsors to 
conduct reviews an aver- 
age of three times each 
year per day care home, 
provided that each day 



care home is reviewed at 
least twice each year, at 
least one review is made 
during each day care 
home’s first four weeks of 
Program operations, and 
no more than six months 
elapse between reviews: 

(e) In addition to 
records required under 
§226.15 (e), each spon- 
soring organization shall 
maintain the following: 

(1 ) Information con- 
cerning the dates and 
amounts of disbursements 
to each child care or adult 
day care facility: 

(2) Information con- 
cerning the location and 
dates of each child care or 
adult day care facility 
review, any problems 
noted, and the corrective 
action prescribed and 
effected. 
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§226.18 Day Care Home Provisions 



(10) (d) Each day care 
home participating in the 
program sh^l serve the 
meal types specified in its 
approved application in 
accordance with the meal 
pattern requirements 
specified in §226.20. 

Menu records shall be 
maintained to document 
compliance with these 
requirements. Meals shall 
be served at no separate 
charge to enrolled chil- 
dren: 



(e) Each day care 
home shall maintain daily 
records of the number of 
children in attendance and 
the number of meals, by 
type, sen/ed to enrolled 
children. Payment may be 
made for meals served to 
the provider's own children 
only when (1 ) such chil- 
dren are enrolled and 
participating in the child 
care program during the 
time of the meal sen/ice, 

(2) enrolled nonresident 
children are present and 
participating in the child 
care program and (3) 
providers’ children are 
eligible to receive free or 
reduced price meals. 
Reimbursement may not 
be claimed for meals 
served to children who are 
not enrolled, or for meals 
served at any one time to 
children in excess of the 
home's authorized capac- 
ity or for meals served to 
providers' children who are 
not eligible for free or 
reduced price meals. 



(f) The state agency 
may not require a day care 
home or sponsoring 
organization to maintain 
documentation of home 
operating costs. The state 
agency may not require a 
sponsoring organization to 
provide family size and 
income data on children 
enrolled in homes under 
its jurisdiction except in the 
case of providers’ own 
children for the purpose of 
determining the eligibility 
of such children for pro- 
gram participation. 
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Ohio Depurttnent ofEducution Policies and Guidance 
Provider monitoring: standard operating procedures 



It is a sponsor’s responsibility to monitor and conduct timely home visits of all family day 
care homes. Federal regulations require a preapproval home visit prior to participation, 
one home visit in the first four weeks of program participation, and two additional home 
visits in the first year, with no more than six months between the visits. Federal regulations 
also require three home visits per year for on-going providers, with no more than six 
months between visits. In Ohio, at least one of the home visits must be unannounced. 

The unannounced visit may or may not be at meal service. 



These are minimum standards. Many providers require more frequent visits either for 
assistance with CACFP requirements or to more closely monitor the meal service and 
claim. Sponsors should make every effort to be supportive of providers and use teaching 
methods and materials that will help them succeed. This chapter of the manual offers 
specific policies and guidance to help assure program compliance. It includes three 
sections: 

• Standard operating procedures 

• Clues about home visits 

• Follow-up monitoring required for specific situations (chart) 





1 . Preapproval requirements 

Providers must be county certified, 
licensed, or have met all alternate 
approval requirements and 
inspections prior to program 
participation. 

2. "Grace" period 

The first two months of program 
participation are considered a time 
for learning. There are no 
disallowances for record keeping or 
menu violations during this time. 

3. Enhanced training/mentoring 

Some providers will require more 
intense training and assistance to be 



successful in meeting program 
requirements. Introducing these 
providers to another more experienced 
provider who can function as a mentor 
and guide may be helpful. Enlisting 
the assistance of other family 
members with record keeping, menu 
planning, and meal preparation may be 
necessary. ODE recommends 
working intensively with providers in 
this manner for up to four months. 
Beyond four months creates an 
unreasonable administrative burden. 
Sponsors should be certain 
educational materials and methods are 
appropriate for the provider involved. 
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4. Menu and attendance 
disallowances 

After the two month "grace" period 
meals should be disallowed when 

a. Menus do not meet program 
requirements, meal components 
are missing, or served in 
inappropriate quantities. 

b. Menus or attendance records are 
not up-to-date at the time of the 
home visit. Menu and attendance 
records are to be kept daily. The 
disallowance includes all meals 
when one or both records are not 
available. 

c. Attendance is recorded before the 
meal has been served. If the 
attendance is recorded before a 
child has actually been served the 
meal, that meal, and all others not 
yet served but recorded must be 
disallowed. Please note, menu 
plans may be completed before a 
meal is served. Be sure the 
provider notes any menu changes 
when the food served varies from 
the planned menu. 

d. Children present at the time of the 
home visit do not match the 
children being claimed or 
enrollment forms are not on file for 
the children present. 

The sponsor should use these 
situations as an opportunity to train 
the provider. In addition, when 
making a disallowance the home 
visitor should cross off all meals in 



question on the official meal 
attendance record and put his or her 
initials after the disallowance. A note of 
the action should be made on the 
home visit report and the home visitor 
should provide written documentation 
of the action to the person who reviews 
the claim, so that the meals are not 
inadvertently paid. 

5. Deliberate misclaims 

Deliberate misclaims occur when a 
provider claims meals or snacks for 
financial gain for children who were not 
in attendance. Deliberate misclaims 
demand termination from program 
participation. 

6. Types of home visits 

a. Pteapproval home visit 

Visit(s) with a new family day care 
provider prior to program 
participation to explain the basics of 
the program. Much must be taught 
and more than one visit may be 
needed. The length of these visits 
will vary, but most will require at 
least 1 -2 hours. At a minimum the 
provider must: 

• understand his or her rights and 
responsibilities as a family day 
care provider in the CACFP 

• understand and sign the CACFP 
contract 

• understand what encompasses 
creditable meals and snacks for 
the children 

• be able to complete attendance 
records, menus, enrollment forms, 
and the income eligibility form, 
when appropriate 
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• know when all paperwork is due 
and where it is to be sent 

• know what to do if child abuse or 
neglect is suspected 

• and, ideally, have contact with a 
specific staff person and another 
family day care provider for 
support 



for reimbursement is observed. At 
least two of the three visits must 
be at a meal service. Providers 
should not be aware of the exact 
tirne or day a home visit is 
planned. These visits are intended 
to monitor the meal service and 
observe the day care situation. 



b. Home visit in the first ciaim 
month (28 day visit) 

The sponsor must visit with a new 
family day care provider within the 
first 4 weeks that s/he records and 
claims meals. This visit is to 
address any questions s/he may 
have about the program and 
ascertain if regular home visits will 
be adequate, or if more frequent 
follow-up visits will be required, if 
in doubt, begin monthly visits 
to correct the problem. 

There are no disallowances for 
record keeping or menu 
violations during the first two 
months of program 
participation. 

c. Regular home visits 

Visits that are required a minimum 
of three times in a 1 2 month 
period for those providers having 
no difficulty following program 
guidelines and requirements. 

Visits should be at least 30 
minutes in length. They should 
be scheduled no more than six 
months apart and the days and 
times of the visits should vary so 
that a sample of all meals claimed 



What to do at a Regular Home 

Visit 

• be sure to record all 
observations and 
recommendations on the 
home visit report form 

• check meal attendance 
records and menus 

If either menus or attendance 
records are not up-to-date, meal 
reimbursement must be 
disallowed. The disallowance 
includes all meals for which 
there are no records. If the 
attendance is recorded before a 
child has actually been served 
the meal, that meal and all 
others not yet served but 
recorded must be disallowed. 
However, menus may be 
completed before a mea)^, , 
served. Be sure the pixyid^r 
notes any menu changes-wtien 
the food served varies from the 
planned menu. 

• discuss menu errors 

Use the time at the home visit to 
help the provider with menu 
planning and with any problems 
s/he may be having with menus. 






Ohio Department of Education Family Day Care Sponsor's Manual 



Chapter Topic; Provider monitoring 



Chapter; 8 






Section Topic; ODE Policies and Guidance: Standard operating procedures 



Saction; B 









Pm A! 



8.7 



IGO 



r 






It may help when correcting 
menus and teaching about the 
food guidelines to use several 
different colors of marking pens. 
For example, highlight problems 
with fruit or vegetables in green, 
meat in red, milk in blue, and 
bread or cereal in brown. Bring 
examples of creditable meals 
and snacks, use Dairy Council 
Food Models to help plan meals 
and snacks, bring recipes to 
help the provider plan creditable 
meals. 

• check the attendance 

The full names and ages of the 
children present should be 
compared with the children 
claimed on the attendance 
record and with the approved 
enrollment forms. If the children 
present do not match the 
children claimed or if there are 
no enrollment forms for the 
children present, the meals must 
be disallowed. 

• observe the care of the 
children and the cleanliness 
of the home 

• monitor group size 

Type B Family Day Care Home 
Certification Rules must be 
followed in regard to group size 
for all providers participating in 
the CACFP including certified, 
licensed, or alternately approved 



homes. Problems with group 
size should be referred to either 
the county department of human 
services for county certified 
homes or to the district office of 
the department of human 
services for alternately approved 
or licensed homes. CACFP 
participation must be terminated 
upon the second violation of 
group size for all providers. 

• plan more frequent follow-up 
visits when any problems are 
found at the home visit 

• In addition to monitoring at 
the regular home visit, take 
time to 

Be supportive Take time to be 
a friend. Caring for children can 
be a lonely job. It’s nice to be 
appreciate and have another 
adult to talk with. 

Minimize distractions Bring 
along items to help “entertain” 
the children, special paper or 
educational materials to color, a 
tape to listen to, or blocks to play 
with all are helpful. 

Stay in touch Follow-up with a 
personal note to the provider 
after your visit. Comment on the 
positive as well as on areas 
needing improvement. 
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Foster positive reiationships 

Share free items that would be of 
interest to providers at your home 
visits. Contact local merchants 
for donations of crayons, 
markers, paper, or books. 

d. Foliow-up home visit 

This visit is made when the 
sponsor finds problems at a regular 
home visit or any time the provider 
seems to need additional 
assistance. Such action must be 
documented in writing. 

Most follow-up visits should be 
unannounced and the day and time 
of the visit should vary so that a 
sample of all meals claimed for 
reimbursement is observed. 

Visiting during evening and 
weekend meal service is especially 
important. 

Follow-up visits should be made 
every few weeks until the situation 
is resolved. Most situations should 
be resolved within four months. 

ODE recommends future visits 
continue to be unannounced and 
more frequent than three times a 
year in cases where the sponsor 
has a concern that the claim is 
being misrepresented, but is not 
able to substantiate the concern. 

Sponsors are encouraged to have 
reasonable expectations of 
providers. In many cases the 
home visits can be a time for 



providing additional information 
and support so the provider can 
succeed. 

7. The home visit report 

All visits must be documented by a 
written report even when the provider 
is not at home. 

Home visitors must be careful to 
accurately report meal service and 
children observed so that any 
disallowance made is fair. The home 
visit report should include 

a. Arrival and departure time 

b. Accurate and detailed written 
observations of the home situation 
to verify accuracy of the claim and 
the children present 

c. A list of all foods served with 
observations about quantity 
provided and acceptance 

d. Comments about the quaiity of 
recordkeeping and menu planning 

e. The full names and ages of ail the 
children in the home, including 
those sleeping, playing in the yard, 
etc. 

f. Notations about the cleanliness of 
the home and the quality of care 

g. The provider's signature to verify 
the visit was made 

A copy of the report should be left for 
the provider even when the provider is 
not at home. 
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9. Cross-checking claims and home 
visit reports/observations 

Sponsors should routinely compare a 
sample of the home visit reports with 
the claims sent in by providers to help 
assure compliance. When there is a 
concern about claim accuracy, the 
home visit reports should always be 
compared with the claim. 

10. Verifying the claim 

Differences in children reported or 
claimed from what was observed at 
the home visit should be followed up 
with parents/guardians or, in the case 
of a child whose day care is 
supported by publ’c funds, with the 
county departmef . of human services 
to determine whether the child was in 
the provider's care. Phone calls or 
letters verifying attendance are 
appropriate. Accurate and complete 
documentation of phone 
conversations and of 
correspondence is essential. 

Sponsors should also verify doctor's 
appointments, meetings, and other 
appointments when in doubt about 
the attendance of the children or the 
care being provided. 

Any time attendance cannot be 
verified, the meals are to be 
disallowed. 

Differences in food reported on the 
monthly menu records sent for 
payment from what was observed at 
a home visit are to be disallowed. 





11. Adjusting past claims 

When there is any question about the 
validity of a claim, the sponsor should 
review all claims for the past fiscal 
year. Parent/guardians should be 
asked to verify attendance of their 
children and, in the case of county 
certified homes, the county 
department of human services should 
be asked to verify past attendance. If 
past claims show meals were 
claimed when the children were not 
present, deduct the overclaim from 
the current claim or set up a 
repayment schedule with the provider 
for the overclaims that cannot be 
deducted from payments currently 
owed. The repayment plan should 
be documented in writing. 

12. Withholding payment 

Payment of a claim to the provider 
may be withheld until the sponsor 
determines the claim is valid. The 
sponsor may pay the portion of the 
claim that is valid and withhold 
payment of any part that is not 
legitimate. 

13. Denying payment 

Payment of part or all of a claim may 
be denied when it is documented that 
the claim information is not valid. 

14. Suspending payment 

A provider may ^ suspended from 
program participation when: 

a. an investigation of child abuse or 
neglect is in progress 

b. claims are being reviewed for 
accuracy 
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c. deficiencies are being corrected. 

d. program standards are not met 

Please see the chapter Payment 
withholding, suspension, termination, 
and appeal \ox more specific 
information about suspension. 

1 5. Sponsor responsibility for 
provider misclaims 

The sponsor may be released from 
the financial responsibility of 
reimbursing ODE for an overpayment 
to a provider who has misclaimed, if 
the sponsor has followed all ODE 
policies and guidance fully and has 
documented efforts to secure 
payment from the provider for the 
misclaim. 

16. Terminating participation 

Providers may be terminated from 
program participation for deliberately 
misrepresenting the claim, for any 
situation that impacts on the health 
and safety of the children, or for other 
causes. §226.6 (n) requires 
immediate termination from program 
participation whenever imminent 
danger to the health and safety of the 
children is involved. 

Providers may also be terminated 
from program participation "for 
convenience." The Ohio Department 
of Education must be involv^ in 
such situations and must give final 
written approval for any terminations 
for convenience. 



Terminations for cause continue for 
36 months after the termination date. 
Terminations for convenience 
continue as long as the situation 
exists. 

Please see the chapter Payment 
withholding, suspension, termination, 
and appeal for more information 
about termination from program 
participation. 

1 7. Contacting the county or district 
office of the department of human 
services 

Whenever there is a concern about 
the number of children in care in 
certified homes, the county 
department of human services is to 
be contacted. When there is a 
concern about group size in 
alternately approved or licensed 
homes, the appropriate district office 
of the department of human services 
should be notified. Caring for more 
children than are allowed in the Type 
B Certification Rules breaks Ohio 
Day Care Licensing Law and the 
appropriate county or district office of 
the department of human services 
are authorized to investigate. The 
provider's participation in the CACFP 
is to be terminated on the second 
violation of group size. 



Ohio Department of Education Family Day Care Sponsor's Manual 



Chapter To pic: Provider monitoring 

Section Topic: ODE Policies and Guidance: Standard operating procedures 



Date Issued: August 1 993 



Date revised: 



Chapter: 6 



Section: B 



Page: 



0.12 



166 



18. Conlacting Children's sendees 
When there is any concern about the 
health or safety of the children, sponsors 
are required, by law, to report the 
situation to children's services. When the 
report is made by phone, it should be 
followed up with a letter documenting the 
situation. It is the responsibility of 
children's services to investigate 
allegations of neglect or child abuse. 

Give as much information as possible 
with specific names, dates, and 
situations. Always foltow-up with children 
services about the status of the 
investigation. 

19. Communicating with parents/ 
guardians 

Parents and guardians should be aware 
of the status of the family day care 
provider in the CACFP. 
a When the provider begins 

participation, parents/guardians must 
sign enrollment forms for their children 
and receive a letter iiiforming them of 
their provider's participation in the 
CACFP. The letter may be sent either 
directly from the sponsor or through 
the provider. 

b. When there are problems the parents/ 
guardians should also be notified. 

• in cases of provider termination from 
the program, parents/guardians 
should be sent a note informing 
them their provider is no longer 
partidpaling in the CACFP. Do not 
discuss details. 

• in cases where the health and 
safety of the children is in question, 
or in other instances where a report 



may have been filec with children's 
services, the p^ents/guardians 
should be immediately referred to 
children’s services to ciscuss the 
situation. TlTe sponsor should not 
share details of the situation. 

20. Provider audits/additional 

communication with parent/guardians 

To further promote program integrity, 
sponsors are encouraged to conduct 
annual audte of a small percentage of 
participating family day care providers. 
Providers should be selected at random 
representing the civerse geographic area 
of the sponsorship. To corrduct routine 
provider audits 

a Contact the parents of all enrolled 
children either by phone or letter. Be 
non-threatening and assure the parent 
you are seeking imput to improve the 
program. 

b. Verify information about child 
enrollment and attendance. 

c. Ask the parent for input on meals and 
snacks. 'Wiattypesofrr rate and 
snacks ate serv^?" "Ate you satisfied 
with the mealsr "Does your child 
come home hungry?" 

d. Ask the parent if they are requited to 
bring food or pay extra for the meals. 

e. Give the parent ample opportunity to 
add additional information. 

When there is a question about chiid 
enrollment, attendance, or meal service, 
begin fdlowHip rrKHiitoring visits. 
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- Chapters Section C 

Ohio Department of Education Policies and Guidance: 

Clues about home visits 

Clues that all Is well at home visits: Clues that there may be problems 



1 . 



2 . 



6 . 

7. 

8 . 
9. 



O 

ERIC 






1 . The provider claims the maximum 
number of meals and snacks for the 
children enrolled each month. For 
example, if s/he cares for 6 children, all 
six children are claimed 5 to 7 days 
each week and each eats 2 meals and 
1 snack each day. 

2. Weekends and holidays are consis- 
tently claimed. 

3. The provider claims all meal types each 
day. 

4. Children who are regularly claimed for 
meals are not present at home visits. 

5. The provider submits a claim with 
exactly the same meals and snacks 
claimed for the same children each 
month. 

6. The provider signs enrollment forms for 
the parents. 

7. When you visit, someone appears to be 
home, but no one will answer the door. 

8. There is a discrepancy between what is 
observed at a home visit and the claim 
submitted. Either the menu or the 
children claimed are different from the 
observation. 

9. You observe or suspect the presence 
of alcohol or drugs in the home. 

10. The home situation makes you feel 
uncomfortable. You question the 
provider's ability to care for the children 
or to be honest with the claim and meal 
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The provider, or an approved substi- 
tute, is home when meals are usually 
claimed. 

The number of children present 
match what is usually claimed. 

The children who are present match 
the enrollments in the file. Take a 
copy of the enrollment forms when 
visiting to match children with forms. 
The provider is happy to see you and 
you feel welcome in the home. 

Meal senrice is on time and the 
provider seems to have control of the 
situation. 

The home is comfortable and clean. 
The children appear to be happy and 
active. 

Menu and attendance records are 
available and up-to-date. 

The menu and attendance records 
turned in at the end of the month 
match what is observed at the home 
visit. 
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Chapter 9 



Child and Adult Care Food Program 
Payment withholding suspension, termination, and appeal 
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~ Chapter 9 Section A ~ 

Federal Regulations 

Payment withholding suspension, termination, and appeal 



§226.18 Day care home provisions. 



... the agreement (be- 
tween the sponsor and the 
provider) shall embody: 

(b) (8) The right of the 
sponsoring organization or 
the day care home to 
terminate the agreement 
for cause or, subject to 
stipulations by the State 
agency, convenience; 

(e) Each day care 
home shall maintain daily 
records of the number of 
children in attendance and 



the number of meals, by 
type, served to enrolled 
children. Payment may be 
made for meals served to 
the provider's own children 
only when (1) such chil- 
dren are enrolled and 
participating in the child 
care program during the 
time of the meal service, 
(2) enrolled nonresident 
children are present and 
participating in the child 



care program and (3) 
provider's children are 
eligible to receive free or 
reduced price meals. 
Reimbursement may not 
be claimed for meals 
served to children who are 
not enrolled, or for meals 
served at any one time to 
children in excess of the 
home’s authorized capac- 
ity or for meals served to 
providers’ children who are 
not eligible for free or 
reduced price meals. 






Ohio Department of Education Family Day Care Sponsor's Manual 



Chapter Topic: Pay ment withholding, suspension, termination, and appeal 

Section Topic: Federal Regulations: Payment withholding, suspension, term, & appeal 






Chapter: 9 



Section: A 






Date laauad: August 1993 



Data revleed: 

-rm 



Page; 9.2 



r 





Chapter 9 Section B ~ 



A 



Ohio Department of Education Policies and Guidance 
Payment withholding, suspension, 
termination, and appeal 



Federal regulations outline what happens when sponsors are deficient in managing 
the program, or when they claim reimbursement that is not valid, but the regulations 
do not address in great detail what the sponsor is to do when a provider is deficient in 
feeding the children or claiming payment. This chapter of the manual details ODE 
policies to follow when it becomes necessary to withhold payment, suspend, or 
terminate a provider’s participation in the program. 



1 . Withholding payment 

Sponsors may withhold payment to 
a provider pending 

a. Verification of claim accuracy 



f. Determination of program 
violations when under 
investigation by certifying or 
licensing agencies 



b. Final determination of a child 
abuse and neglect investigation 



g. Receipt of income eligibility 
applications 



c. Successful completion of 
required home visits 

d. Attendance at required annual 
training 

e. Successful completion of 
required alternate approval 
inspections or certification/ 
licensing requirements 



2. Provider suspension from the 
CACFP 

Suspension may be used to give a 
provider a break in participation to 
correct inappropriate situations. 

The application is still considered 
valid if the suspension begins and 
ends in the same fiscal year. In this 
case the application would not need 
to be renewed to reinstate the . 
provider. 
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The following circumstances might 
require suspension 

a. Provider is being investigated for 
child abuse or neglect. 

b. Claims are being reviewed for 
accuracy; deliberate 
misrepresentation for financial 
gain is questioned. 

c. Claims are inaccurate without 
deliberate misrepresentation for 
financial gain. 

d. Home conditions are unsanitary. 

e. Provider has repeated difficulty 
with paperwork. 

f. Provider fails to attend annual 
training. If the provider refuses to 
attend the required training, 
participation must be terminated. 

g. Provider is tardy in arranging 
required inspections for an 
alternately approved home or 
certification in a county certified 
home. If a provider does not pass 
the required inspections, 
participation in the program may 
be suspended or terminated. 

3. Provider termination from the 
CACFP “for cause” 

Termination involves revocation of 
the provider's application. 
Termination is required in situations 
that place the children’s health and 
well-being in serious jeopardy, or if 



the claim has been willfully 
misrepresented for financial gain. 
Providers must be terminated from 
the Child and Adult Care Food 
Program "for cause" under the 
following circumstances: 

a. Imminent danger to the children 
which includes anything so 
defined in certification or licensure 
standards, and anything a 
reasonable person could 
determine to be hazardous to 
children’s health and safety. 
Imminent danger to the children 
demands immediate termination 
of the provider’s participation and 
a report to children’s services. 

b. Not maintaining a safe and 
healthful environment for the 
children. 

c. Revocation of certification, or 
Type A or foster care licensing 
from the department of human 
services. 

d. Failure to pass any of the required 
inspections for alternately 
approved homes (in some 
circumstances the sponsor may 
choose to suspend and not 
terminate the provider's 
participation). 

e. Submission of false information to 
the sponsor. 
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f. Failure to keep daily records by 
children’s names, and submit in a 
timely manner attendance 
records, menus, and enrollment 
forms, and when appropriate, 
income eligibility information (in 
some circumstances the sponsor 
may choose to suspend and not 
terminate the provide r"." 
participation). 

g. Repeatedly claiming meals which 
do not include the required 
quantities of all meal components 
after written warnings. 

h. Failure to promptly inform the 
sponsor of changes in child 
enrollments, mealtimes, and 
home approval or licensure 
status. 

i. Making intentional misclaims to 
the sponsor concerning 

• the number of children enrolled 
in the home 

• the days of operation 

• the number of meals actually 
served to enrolled children. 

j. Participating with more than one 
sponsor at the same time. 

k. Misreporting the provider’s family 
income. 

l. Failure to attend annual training. 

m. Inaccessibility for the required 
home visits. 



n. Noncompliance with Civil Rights 
requirements. 

0 . Failure to comply with the Child 
and Adult Care Food Program 
agreement. 

4. Procedure to follow when it has 
been determined a provider is to 
be terminated “for cause” from the 
program 

a. Sponsors must be certain to follow 
whatever written procedures they 
have established when terminating 
a provider’s participation. 

b. The termination becomes effective 
whenever all documentation is 
finalized and appeals are 
concluded. This may occur mid- 
month. 

c. All situations causinp the 
termination must be adequately 
documented. 

d. All correspondence sent to the 
provider during an investigation 
should be sent certified mail, 
return receipt requested. 

e. The current claim should be 
adjusted for any over-payment 
and/or a repayment schedule 
should be arranged. 

f. The provider must be notified, in 
writing, informing him or her of the 
termination. The letter must 
include 
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• general reason for the 
termination 

• date the termination is effective 

• information on claim adjustment 
or payment due 

• signature of the administrator of 
the sponsoring organization or 
program. 

g. A copy of the termination letter 
must be sent to the Ohio 
Department of Education and to 
the county department of human 
services for county certified 
homes. 

h. Sponsors must keep a copy of all 
correspondence and pertinent 
information in the provider's file. 

i. Sponsors must also keep a copy 
of all correspondence and 
pertinent information in a central 
file so the provider whose 
participation is terminated is not 
reinstated by accident. 

5. Provider termination for 

“convenience” from the CACFP, 
with state agency approvai 

Situations that might result in termi- 
nation "for convenience" include 
a. Problems with record-keeping 
and compliance with program 
requirements which are indicated 
by the records the provider 
submits but may be impossible to 
verify. (The provider may be 
serving only relatives. Parents 



may be afraid of retaliation. 
Corroborating information may be 
with an agency who cannot 
divulge it because of privacy 
requirements, etc.) 

b. Problems related to supervision 
of the home: 

• the provider has moved from 
the sponsor’s service area and 
the sponsor does not want to 
open a new service area 

• it costs more to supervise the 
provider than the sponsor can 
regain through the 
administrative rate 

• the provider is consistently rude 
and inconsiderate to the home 
visitor and/or other staff 

• the home situation or 
surrounding is unsafe for the 
home visitor 

Note. A “feeling” that a provider is 
out of compliance is not an 
acceptable reason to terminate for 
convenience. 

6. Procedure to follow when It has 
been determined a provider Is to 
be terminated “for convenience” 
from the program 

a. The state agency must be 
contacted for approval prior to 
initiating the process. 

b. Reasons for the termination must 
be documented, in writing, to the 
state agency. 
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c. Sponsors must be certain to 
follow whatever written 
procedures they have 
established when terminating a 
provider’s participation. 

d. All situations causing the 
termination must be adequately 
documented. 

e. All correspondence sent to the 
provider during an investigation 
should be sent certified mail, 
return receipt requested. 

f. The provider must be notified, in 
writing, informing him or her of 
the termination. The letter must 
include: 

• reason for the termination 

• date the termination is effective 

• information on claim 
adjustment or payment due 

• signature of the administrator of 
the sponsoring organization or 
program. 

g. A copy of the termination letter 
must be sent to the Ohio 
Department of Education and to 
the county department of human 
services in county certified 
homes. 

h. Terminations "for convenience" 
are effective on the first day of 
any given month. 

i. Sponsors must keep a copy of all 
correspondence and pertinent 
information in the provider’s file. 



j. Sponsors must also keep a copy 
of all correspondence and 
pertinent information in a central 
file so the provider whose 
participation is terminated is not 
reinstated by accident. 

7. Provider termination by the state 
agency during a program review 

According to §226.6 (m), the state 
agency must promptly investigate 
complaints received or irregularities 
noted in the operation of the program 
and must take appropriate action to 
correct them. §226.6 (n) further 
states: All homes receiving alternate 
approval must be in compliance with 
CACFP standards. Violations noted 
on administrative reviews by the state 
agency must be corrected by the 
sponsor within 60 days of receiving 
written notification from the state 
agency. If violations are not 
corrected, the state agency shall 
terminate CACFP participation of the 
violating home or agency. However, 
if the health or safety of the children 
is imminently threatened, the state 
agency may immediately terminate 
participation of the home. 

In homes approved by other 
agencies, e.g. departments of human 
services, foster licensors, the state 
agency must refer the violations of 
health, safety, staff-child ratios or 
attendance in excess of licensed 
capacity to the approving/licensing 
agency. 
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8. Reinstatement after termination 

Terminations "for cause” require 
denial of program participation for 36 
months after tha termination date. 
Based on past experience with a 
provider, the sponsor may continue 
to deny the provider's application 
after this period. Terminations "for 
convenience" will last as long as the 
reason of convenience exists. 

9. Appeal 

Federai regulations do not require a 
sponsor to offer providers the right to 
appeal withholding of payment, 
suspension or termination from 
participation in the program. 
However, in affording fair treatment, 
ODE strongly encourages sponsors 
to establish procedures for appeal of 
decisions that affect provider 
participation and benefits. The 
following guidance is based upon the 
appeal procedures allowed sponsors 
by the ODE when decisions are 
made that affect sponsors. 

a. informai discussion and 
resolution is always 
encouraged before any formal 
appeal is made 

b. ODE will not function as an 
appeal's board 

ODE will support the sponsor or 
refer the provider with questions 
and concerns back to the 
sponsor. 



c. Communicate the process 

The appeal process should be 
made available to all providers in 
writing when t‘ ^ sponsor 
approves them io participate in 
the CACFP. 

d. Assure a fair hearing 

The written appeal procedure 
must ensure the appellant a fair 
and impartial hearing before an 
independent hearing official(s). 

e. Actions that may be appealed 

Sponsors must list the actions 
they will allow providers to 
appeal in their appeal procedure. 

f. Composition of the appeal's 
board 

Some organizations develop a 
special appeal's board composed 
of former and current providers 
and community members. 

Others use a committee of an 
already existing board. 

g. Method of communication 

When designing an appeals 
policy, keep in mind that appeals 
are best made in writing to 
whatever appeals board or group 
the sponsor determines 
appropriate. Some agencies 
allow for a formal hearing of the 
provider’s concerns. Others 
request all information in writing 
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and then respond in writing. In 
either case, the burden is placed 
on the provider to state his or ;ier 
case as clearly as possible, 
addressing the reason for the 
infraction(s) and the plan to 
assure no further infractions will 
occur if reinstated. 




h. 



Statute of limitations 

Requests for appeal should be 
made within a specified time 
after the occurance of the 
appealable situation. A 
recommended length of time is 
30 days after the provider 
receives written notification of the 
sponsor's action. For this reason 
send the correspondence by 
certified mail with return receipt 
requested. Any appeal made 
after the established deadline 
should be disallowed. 



i. Timeline for the process 

The appeal board should 
acknowledge receipt of the 
appeal within a specified period 
and respond with a decision 
within a specified period. The 
following example illustrates the 



length of an appeal process: 

• 30 days: The period in which 
the provider may appeal 

• 15 days: The period in which 
the appeal's board 
acknowledges receipt of the 
appeal 

• 45 days: Maximum time 
allowed for an agency to give a 
final decision. 

• 90 days: Total time involved in 
the process. 

j. Payment for MAR'S kept 
during the appeal period 

A provider may continue to keep 
menu and attendance records 
during the appeal period. If the 
appeal is uphold (decided in the 
sponsor's favor) i jo records kept 
dunng the appeal cannot be 
paid. If the appeal is dismissed 
(decided in the provider's favor) 
the sponsor may honor the 
records for payment. The 60 
day deadline for submitting a 
claim to ODE does not apply in 
this situation. A revised claim 
must be sent for each month. 
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Federal Regulations 
Civil rights compliance in the 
Child and Adult Care Food Program 




§226.6(b)(4) requires 
sponsors to issue a 
nondiscrimination policy 
statement and media 
release for application 
approval. 

§226.6 (d)(2)(B) prohibits 
discrimination based on 
race, color, national origin, 
sex, age, or handicap in all 
alternately approved 
homes. 

§226.6 (f)(1) State 
agencies shall require 
institutions to comply with 
applicable provisions of 
this part. Each State 
agency shall annually; (1 ) 
Enter into and execute a 
written Program 
agreement with each 
institution, or renew such 
agreement with the written 
concurrence of the 
institution. The Program 
agreement shall provide 
that the institution shall ... 
comply with all 



requirements of Title VI of 
the Civil Rights Act of 
1964, Title IX of the 
Education Amendments of 
1 972, Section 504 of the 
Rehabilitation Act of 1 973, 
the Age Discrimination Act 
of 1975 and the 
Department’s regulations 
concerning 

nondiscrimination (7CFR 
Parts 15, 15a and 15b), 
including requirements for 
racial and ethnic 
participation data 
collection, public 
notification of the 
nondiscrimination policy, 
and reviews to assure 
compliance with such 
policy, to the end that no 
person shall, on the 
grounds of race, color, 
national origin, sex, age, 
or handicap be excluded 
from participation in, be 
deni^ the benefits of, or 
be otherwise subjected to 
discrimination under the 
Program. 



§226.6(f)(8) ...State 
agencies verifying the 
information of free and 
reduced price applications 
shall ensure that 
verification activities are 
applied without regard to 
race, color, national origin, 
sex, age, or handicap. 

§226.6(1) Program 
assistance. Each State 
agency shall provide 
technical and supervisory 
assistance to institutions 
and facilities to ... ensure 
compliance with the 
Department’s 
nondiscrimination 
regulations (Part 1 5 of this 
title) issued under Title VI 
of the Civil Rights Act of 
1964. 

§226.1 5(b) Each 
institution shall submit to 
the State agency all 
information required for its 
approval. As a minimum, 
such information shall 
include; ... (5) A 
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nondiscrimination and free 
and reduced price policy 
statement, and information 
regarding a public release, in 
accordance with §226.23. 

§226.23(b) Sponsoring 
organizations of day care 
homes (which may not 
served meals at a separate 
charge to children) and other 
institutions which elect to 
serve meals at no separate 
charge, shall develop a 
policy statement consisting 
of an assurance to the State 
agency that all participants 
are served the same meals 
at no separate charge, 
regardless of race, color, 
national origin, sex, age, or 
handicap and that there is 
no discrimination in the 
course of the food service. 

I 



§226.23(d) Each 
institution shall annually 
provide the information 
media serving the area 
from which the institution 
draws its attendance with 
a public release. ... The 
release issued by all 
sponsoring organizations 
of day care homes, and 
by other institutions which 
elect not to charge 
separately for meals, shall 
announce the availability 
of meals at no separate 
charge. ... All releases 
shall state that meals are 
available to all participants 
without regard to race, 
color, national origin, sex, 
age or handicap. 



§226.23(e)(2) Letter to 
households. Institutions 
shall distribute a letter to 
households or guardians 
of enrolled participants in 
order to inform them of the 
procedures regarding 
eligibility for free and 
reduced price meals. The 
letter shall accompany the 
application required under 
paragraph (e)(1) of this 
section and shall 
contain:.. .(iv) The 
statement: “In the 
operation of child feeding 
programs, no person will 
be discriminated against 
because of race, color, 
national origin, sex, age, 
or handicap’’... 



For additional information sponsors are referred to: 

• Title VI of the Civil Rights Act of 1 964, 42 U.S.C. 2000 d to 2000 d-6 

• FNS Instruction 113-4, Civil Rights Compliance and Enforcement in the Child Care 
Food Program, 12-16-82 

• Executive Order 11764, 3A CFR 124 (1974 Compilation) 

• USDA Regulation implementing Title VI of the Civil Rights Act of 1 964 as 
amended on January 30, 1 975, 7 CFR 1 5 Subpart A and Subpart C 

• Attorney General’s Guidelines for the Enforcement of Title VI, Civil Rights Act of 
1964, 28 CFR 50.3 

• Coordination of Enforcement of Nondiscrimination in Federally Assisted Program 
Regulations under Title VI of the Civil Rights Act of 1964, 28 CFR 42.401 to 
42.415 

• Title 9 of USDA Administrative Regulations 

• USDA Regulations implementing Title IX of the Education Amendment of 1972, 

7 CFR 15a 

• Section 504 of the Rehabilitation Act of 1973 (Public Law 93-1 12); and Age 
Discrimination Act of 1975 (Public Law 94-135) 
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Chapter Section 









Ohio Department of Education Policies and Guidance 
Civil rights compliance in the 
Child and Adult Care Food Program 



All eligible persons should have equal access, regardless of race, color, national origin, 
sex, age, or handicap to the benefits of the Child and Adult Care Food Program. 

Federal regulators, state agencies, local sponsors, and family day care providers must 
promote, implement, and evaluate the program in a manner that does not exclude any 
eligible persons. All involved are accountable for their actions. 

The ODE and local sponsors must assure the program is offered and 

administered in a nondiscriminatory manner and is in compliance with civil rights 
requirements. 



This section of the manual outlines federal requirements and ODE policies and 
guidance for offering the CACFP in a nondiscriminatory manner and complying with the 
requirements of the Civil Rights Act of 1964. Much of the information in this section has 
been paraphrased from FNS Instruction 113-4, Civil Rights Compliance and 
Enforcement in the Child and Adult Care Food Program. 



1 . The CACFP must be offered in a 
nondiscriminatory manner to all 

The CACFP must be offered in a 
nondiscriminatory manner, without 
regard to race, color, national origin, 
sex, age, or handicap to all children, 
parents/guardians, and family day 
care providers. All involved must 
comply with the requirements of the 
Civil Rights Act of 1964 and 
subsequent FNS Instruction 1 1 3-4. 



2. Civil Rights extend to ail potential 
and active program beneficiaries 

CACFP outreach efforts to potential 
participants and day-to-day program 
administration for active participants 
must be nondiscriminatory. 

3. Discrimination is prohibited In all 
aspects of the program 

The Civil Rights Act of 1964 and 
subsequent FNS Instruction 113-4 
require all aspects of the CACFP be 
carried out in a manner that is 
nondiscriminatory . 
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4. Specific examples of 

discrimination 

The following examples of 

discrimination are prohibited in the 

CACFP: 

a. Excluding children from program 
benefits on the basis of race, 
color, national origin, age, sex, or 
handicap. 

b. inequitably allocating program 
benefits or services to eligible 
children on the basis of race, 
color, national origin, sex, age, or 
handicap. 

c. Serving or delivering food to a 
place, at a time, or in a manner 
that denies or limits program 
benefits on the basis of race, 
color, national origin, sex, age, or 
handicap. 

d. Segregating children in day care 
homes through recruitment, 
referral, or enrollment systems. 

e. Selecting participating homes in a 
manner that limits the availability 
of program benefits or services on 
the basis of race, color, national 
origin, sex, age, or handicap. 

f. Inequitably applying eligibility 
cnteria to potential participants. 

g. Maintaining a waiting list which 
makes distinctions on the basis of 
race, color, national origin, sex, 
age, or handicap. 



h. Failing to use or provide 

understandable program materials 
to non-English speaking persons, 
thereby denying them full and equal 
opportunity to receive program 
benefits and services. 

5. Official nondiscrimination and 
complaint procedure statement 

The following statement must be 
included in all media explaining 
CACFP benefits to eligible or 
participating persons: 

The Child and Adult Care food 
Progi^m is open to all eligible children 
regardless of race, color, national 
origin, sex, age, or handicap. If you 
believe you have been treated unfairly 
in receiving food services for any of 
these reasons, write immediately to 
the Secretary of Agriculture, 
Washington, D.C. 20250.” 

6. Public notification requirements to 
ensure all eligible persons are 
reached 

To ensure that outreach is made to all 
eligible persons, with an emphasis on 
minorities, ODE and sponsors must 
take positive and specific actions that 
meet the following standards: 
a. All published information 
concerning the program must 
include the nondiscrimination and 
complaint procedure statement. 
This statement must be prominently 
placed in all program literature. This 
includes, but is not limited to, all 
leaflets, u.ochures, bulletins, and 
newspaper, radio and television 
announcements concerning the 
program or its activities. 
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b. Appropriate translation of program 
information must be provided, 
upon request, to eligible non- 
English speaking persons. This 
includes, but is not limited to, 
application procedures, eligibility 
criteria, program forms, 
newsletters, approval information, 
and explanation of benefits. 

c. Minority and grassroots 
organizations must be advised of 
the program’s availability and the 
nondiscrimination policy. In 
addition, the state agency must 
give minority and grassroots 
organizations a listing of all 
institutions that participate in the 
CACFP in their jurisdiction upon 
request. 

d. Any photographs or other 
graphics used in the program 
must convey the equal opportunity 
message by featuring individuals 
who represent different minority 
groups. 

e. Parents/guardians of enrolled and 
eligible children must be given 
appropriate literature that 
describes program eligibility 
requirements, benefits, and the 
nondiscrimination and complaint 
procedure statement. 

7 . Sponsor requirements for data 
collection to assess the 
eilectiveness of outreach efforts 

To determine how effective a 
program is in reaching the targeted 
population, ODE annually collects 



from sponsors racial/ ethnic data 
about program participants. This 
information is collected as a part of 
the yearly program application and 
must include the number of actual 
program participants and the 
estimated number of potential 
participants in the agency’s service 
area by racial/ethnic category. 

a. Potential participants can be 
determin^ with census data or 
public school enrollment 
information. 

b. Actual numbers of children 
receiving program benefits by 
racial/ethnic category can be 
determined by information 
reported on each child’s 
enrollment form or by the child’s 
appearance. The child may by 
included in the group s/he appears 
to belong, identifies with, or is 
regarded in the community as 
belonging to. 

8. Maintenance of records and 
privacy requirements 

Racial/ethnic data, like other CACFP 
program information, must be 
maintained for three past years and 
the current program year. Data must 
be collected and stored to prevent 
misuse for discriminatory purposes. 
Safeguards should allow access to 
program records only by people 
authorized to use them. 

9. State agency reviews to assure 
compliance 

ODE is required to conduct a 
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preaward compliance review of 
potential sponsors. In addition, ODE 
is required to conduct a civil rights 
compliance review of on-going 
sponsors and famiiy day care homes 
at least once every five years. This 
review may occur as a part of a 
regular administrative or verification 
review. 

10. Preaward compliance review of 
potential sponsors 

a. ODE must thoroughly review the 
appiication from a prospective 
sponsor before approvai to 
determine whether the agency has 
compiied with civil rights 
requirements. At a minimum the 
foliowing are evaluated: 

• list of federal agencies providing 
financial support to the applicant 

• sponsor’s estimate of the racial/ 
ethnic popuiation in the service 
area 

• sponsor’s plan to assure that 
minority populations will have 
equal opportunity to partidpate in 
the program 

• sponsor’s plan to assure minority 
and grassroots organizations will 
be contacted about the program 

b. Based on the information in a 
compieted application, or from a 
telephone call to the administrator, 
a special on-site review may be 
conducted to determine dvil rights 
compliance. 



N 

c. ODE wiil notify a prospective 
sponsor within 1 5 days after the 
application is received if any 
information is missing from the 
CACFP application. 

d. The appiicant wiii be notified of 
approval or denial of the 
application within 30 days of 
receipt of a compieted appiication. 

1 1 . Civil rights compliance review of 
on-going sponsors and family day 
care providers 

The dvii rights compliance review of 
on-going sponsors and family day 
care homes is conducted at ieast once 
every five years, usually as part of a 
regular administrative or verification 
review. During the dvil rights 
evaiuation, ODE reviews the agency’s 
compliance with public notification, 
data coliection and maintenance, and 
program operation requirements. 

a. Public notification requirements 
include 

• displaying the U.S.D.A. approved 
nondiscrimination poster in the 
sponsor’s administrative offices 

• providing program information in 
appropriate languages 

• making program information 
available to the public upon 
request 

• including the nondiscrimination 
statement and procedure for filing 
a compliant on all information 
about the program and all 
activities directed to parents/ 
guardians of eligible and 
partidpating children 
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b. Data collection requirements 
include 

• collecting the number of 
potential eligible children by 
racial/ethnic category for the 
service area each year 

• collecting the number of actual 
participants by racial/ethnic 
category for each family day 
care home approved by the 
sponsor each year 

• maintaining this information on 
file for three past years and the 
current program year 

c. Program operation 
requirements include 

• allowing all family day care 
providers equal access to 
CACFP benefits regardless of 
race, color, national origin, sex, 
age or handicap 

• serving meals to all eligible 
children regardless of the child’s 
race, color, national origin, sex, 
age, or handicap 

• allowing all children equal 
access to child care services 
and facilities regardless of the 
child’s race, color national origin, 
sex, age, or handicap 

• giving parents/guardians of 
enrolled children appropriate 
literature that describes program 
eligibility requirements, benefits, 
and the nondiscrimination and 
complaint procedure statement 



1 2. Indications of the need for a civii 
rights compiiance review 

Indicators of possible problems in civil 
rights compliance or the need for a 
review include, but are not limited to 

a. Low minority participation in a high 
minority population area 

b. One or more discrimination 
complaints filed against the sponsor 
or a day care provider in the past 
three years 

c. Findings from previous reviews by 
ODE 

d. Previously unreviewed sponsors or 
day care homes 

e. Sponsors or providers located in 
areas with asignificant or 
diversified minority population (the 
review would document whether 
the sponsor and providers are 
making every reasonable effort to 
serve the minority population) 

g. Admission requirements or 
procedures which restrict or deny 
enrollment 

13. Filing discrimination complaints 

Any person alleging discrimination 
based on race, color, national origin, 
sex, age, or handicap has the right to 
file a complaint within 180 days of the 
alleged action. Under special 
circumstances this time limit may be 
extended. 
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All written or verbal complaints 
alleging discrimination must be 
processed within 90 days after 
receipt. The Office of Minority Affairs 
(OMA) in the midwest region has 
been given the authority to decide 
how all civil rights complaints will be 
handled. The OMA will prepare and 
issue letters of acknowledgement to 
the person filing the complaint. 

1 4. Use of the ODE civil rights 
complaint form 

ODE has developed a form for 
reporting civil rights complaints. 
However, the use of this form is not 
required to file a complaint. A sample 
copy is included in the appendix to 
this section. 

1 5. Verbal or telephone complaints 
are acceptable 

A person who refuses or is unable to 
put a complaint in writing, may file a 
verbal or telephone civil rights 
complaint. The person receiving the 
verbal complaint must write up the 
complaint and make every effort to 
secure the following information: 

a. Name, address, and telephone 
number or other means of 
contacting the person making the 
complaint 

b. Specific location and name of the 
person or agency delivering the 
service or benefit 



c. Nature of the incident or action that 
caused the person making the 
complaint to feel that discrimination 
was a factor, or an example of the 
method of discrimination causing a 
discriminatory effect 

d. Basis on which the person making 
the complaint feels discrimination 
exists (race, color, national origin, 
sex, age, or handicap) 

e. Names, titles, and addresses of 
persons who may have knowledge 
of the discriminatory action 

f. Date(s) during which the alleged 
discrimination occurred, or if 
continuing, the duration of action 

16. Investigation 

A complaint received by ODE is 
forwarded to the Midwest Regional 
Office. The Office of Minority Affairs, 
the Civil Rights Division, the Food and 
Nutrition Service Regional Office, and 
the state agency have steps to follow 
in investigating and resolving a 
complaint. 

1 7. Closure of the complaint file 

The Office of Minority Affairs is 
responsible for preparing the dosing 
tetter about the disposition of the 
complaint. Copies are kept on file with 
the state agency CACFP, the Civil 
Rights and Equal Employment 
Division, and the FNS Regional Office. 
The Director, OMA, is responsible for 
closure of all Title VI complaint files. 
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^ Chapter 11 Section A ^ 

Federal Regulations 
Child and Adult Care Food Program 
visits, reviews, and audits 



§226.6 State agency administrative responsibilities 



(c) Denial of 
applications and 
termination of 
institutions. 

The State agency shall not 
enter into an agreement 
with any applicant 
institution which the State 
agency determines to 
have been seriously 
deficient at any time in its 
operation of any Federal 
child nutrition program. 
However, the State 
agency may enter into an 
agreement with such an 
institution when, with FNS 
concurrence, it determines 
that the deficiencies have 
been corrected. The State 
agency shall terminate the 
program agreement with 
any institution which it 
determines to be seriously 
deficient. However, the 
State agency shall afford 
an institution every 
reasonable opportunity to 



correct problems before 
terminating the institution 
for being seriously 
deficient. The state 
agency shall notify FNS 
whenever it has denied an 
application from or 
terminated the 
participation of a seriously 
deficient institution. This 
notification shall be made 
within 1 5 days of the 
review official’s decision 
upholding the State’s 
action or, if the institution 
elects not to appeal the 
decision, within 1 5 days of 
the expiration of the 
appeal right. FNS will 
maintain a list of these 
institutions and will notify 
all other State agencies of 
these institutions’ 
ineligibility to participate in 
the program. FNS may 
determine independently 
that an institution has 
been seriously deficient in 



its operation of any 
Federal child nutrition 
program and include such 
institution on the list of 
ineligible institutions if 
appropriate corrective 
action is not taken. State 
agencies shail not enter 
into an agreement with 
any institution included on 
this list of ineligible 
institutions and shall 
terminate any participating 
institution included on the 
list within 30 days of the 
receipt of notification by . 
FNS of the institution’s 
ineligible status. Once 
included on this list, an 
institution shall be 
ineligible to participate in 
the program until such 
time as FNS, in 
consultation with the 
appropriate State agency, 
determines that the 
serious deficiency which 
resulted in the ineligible 
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status has been corrected. 
Any institution which is 
identifiable with a seriously 
deficient institution through 
its corporate organization, 
officers, employees, or 
otherwise shall also be 
considered to be ineligible 
unless it is demonstrated 
to the satisfaction of the 
State agency, with FNS 
concurrence, that good 
cause exists for 
considering the institution 
distinct from the seriously 
deficient institution. Denial 
or termination actions 
taken on the basis of FNS 
notification of ineligible 
status shali not be subject 
to administrative review as 
provided in 226.6(k). 
However, an institution 
which FNS has 
determined to be seriously 
deficient and which has 
not taken acceptable 
corrective action may 
request an administrative 
review of this 
determination by an FNS 
review official in 
accordance with the 
appeal procedures set 
forth in 226.6(k) and will 
not be included on the list 
of ineligible institutions 
unless FNS’ determination 
is upheld by the review 
official. Serious 
deficiencies, which are 
grounds for disapproval of 



applications and for 
termination include, but 
are not limited to, any of 
the following: 

(1 ) Noncompliance 
with the applicable bid 
procedures and contract 
requirements of Federal 
child nutrition program 
regulations; 

(2) The submission of 
false information to the 
State agency: 

(3) Failure to return to 
the State agency any 
advance payments which 
exceeded the amount 
earned for serving eligible 
meals, or failure to return 
disallowed start-up 
payments: 

(4) Failure to rnaintain 
adequate records; 

(5) Failure to adjust 
meal orders to conform to 
variations in the number of 
participants: 

(6) The claiming of 
Program payments for 
meals not served to 
participants; 

(7) Service of a 
significant number of 
meals which did not 
include required quantities 
of all meal components: 

(8) Continued use of 
food service management 
companies that are in 
violation of health codes; 

(9) Failure of a 
sponsoring organization to 






disburse payments to its 
facilities in accordance 
With its management plan; 

(10) A history of 
administrative or financial 
mismanagement in any 
Federal child nutrition 
program 

(k) Institution appeal 
procedures. 

Except as provided in 
§226.8(g), each State 
agency shall establish an 
appeal procedure to be 
followed by an institution 
requesting a review of a 
denial of an institution’s 
application for 
participation, a denial of an 
application submitted by a 
sponsoring organization 
on behalf of a facility, a 
termination of the 
participation of an 
institution or facility, a 
suspension of an 
institution’s agreement, a 
denial of an institution’s 
application for start-up 
payments, a denial of an 
advance payment, a 
denial of all or a part of the 
claim for reimbursement, 
(except for late submission 
under §226. 10(e), a denial 
by the State agency to 
fonward to FNS an 
exception request by the 
institution or sponsoring 
organization for payment 
of a late claim or a request 
for an upward adjustment 
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to a claim, demand for the 
remittance of an 
overpayment, and any 
other action of the State 
agency affecting the 
participation of an 
institution in the Program 
or the institution's claim for 
reimbursement. State 
agencies may use their 
own State appeal 
procedures provided the 
same procedures are 
applied to all appellants in 
the State and the 
procedures meet the 
following requirements; 
appellants are assured of 
a fair and impartial hearing 
beforean independent 
official at which they may 
be represented by legal 
counsel; decisions are 
rendered in a timely 
manner not to exceed 1 20 
days from the date of the 
receipt of the request for 
review; appellants are 
afforded the right to either 
a review of the record with 
the right to file written 
information, or a hearing 
which they may attend in 
person; and adequate 
notice is given of the 
place, date and 
procedures of the hearing. 
The appeal procedures 
adopted by the State 
agency shall be made 
available in writing each 
year to all institutions at 



the time of application for 
participation in the 
Program and upon 
request. If the State has 
not established its own 
appeal procedures or the 
procedures do not meet 
the above listed criteria, 
the State agency shall 
observe the following 
procedures at a minimum: 

(1 ) The institution shall 
be advised in writing of the 
grounds on which the 
State agency based its 
action. The notice of 
action, which shall be sent 
be certified mail, return 
receipt requested, shall 
Edso include a statement 
indicating that the 
institution has the right to 
appeal the action; 

(2) The written request 
for review shall be filed not 
later than 15 calendar 
days from the date the 
appellant received the 
notice of action, and the 
State shall acknowledge 
the receipt of the request 
forappe^ within 10 
calendar days; 

(3) The appellant may 
refute the charges 
contained in the notice of 
action in person and by 
written documentation to 
the review official. In order 
to be considered, written 
documentation must be 
filed with the review official 



not later than 30 calendar 
days after the appellant 
received the notice of 
action. The appellant may 
retain legal counsel, or may 
be represented by another 
person. A hearing shall be 
held by the review official in 
addition to or in lieu of, a 
review of written 
information submitted by 
the appellant only if the 
appellant so specifies in the 
letter of request for review. 
Failure of the appellant 
institution’s representative 
to appear at a scheduled 
hearing shall constitute the 
appellant institution’s 
waiver of the right to a 
personal appearance 
before the review official, 
unless the review official 
agrees to reschedule the 
hearing. A representative 
of the State agency shall 
be allowed to attend the 
hearing to respond to the 
appellant’s testimony and 
to answer questions posed 
by the review official; 

(4) If the appellant has 
requested a hearing, the 
appellant and the State 
agency shall be provided 
with at least 10 calendar 
days advance written 
notice, sent by certified 
mail, return receipt 
requested, of the time and 
place of the hearing; 
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(5) Any information on 
which the State agency’s 
action was based shall be 
available to the appellant 
for inspection from the 
date of receipt of the 
request for review. 

(6) The review olficial 
shall be an independent 
and impartial official other 
than, and not accountable 
to, any person authorized 
to make decisions that are 
subject to appeal under 
the provisions of this 
section; 

(7) The review official 
shall make a 
determination based on 
information provided by 
the State agency and the 
appellant, and on Program 
regulations; 

(8) Within 60 calendar 
days of the State agency’s 
receipt of the request for 
review, the review official 
shall inform the State 
agency and the appellant 
of the determination of the 
review; 

(9) The State agency’s 
action shall remain in 
effect during the appeal 
process. However, 
participating institutions 
and facilities may continue 
to operate under the 
Program during an appeal 
of termination, unless the 
action is based on 
imminent dangers to the 



health or welfare of 
participants. If the 
institution or facility has 
been terminated for this 
reason, the State agency 
shall so specify in its 
notice of action. 

Institutions electing to 
continue operating while 
appealing terminations 
shall not be reimbursed for 
any meals served during 
the period of the appeal if 
the State agency’s action 
is upheld; and 

(10) The determination 
by the State review official 
is the final administrative 
determination to be 
afforded to the appellant. 

(1 1 ) Appeals shall not 
be allowed on decisions 
made by FNS on requests 
for exceptions to the 
claims submission 
deadlines stated in 
§226. 10(e) or requests for 
upward adjustments to 
claims. 

(12) ln cases where an 
appeal results in the 
dismissal of a claim 
against an institution 
which was asserted by the 
State agency based upon 
Federal audit findings, 
FNS may assert a claim 
against the State agency 
in accordance with the 
procedures outlined in 
§226.14(0). 



(I) Program assistance. 

Each State agency shall 
provide technical and 
supervisory assistance to 
institutions and facilities to 
facilitate effective Program 
operations, monitor 
progress toward achieving 
Program goals, and ensure 
compliance with the 
Department’s 
nondiscrimination 
regulations (Part 1 5 of this 
title) issued under Title VI of 
the Civil Rights Act of 1964. 
Documentation of 
supervisory assistance 
activities, including reviews 
conducted, corrective 
actions prescribed, and 
follow-up efforts, shall be 
maintained on file by the 
State agency. Program 
reviews shall assess 
institutional compliance with 
the provisions of this part 
and with any applicable 
instructions of FNS and the 
Department. State 
agencies shall annually 
review 33.3 percent of all 
institutions. State agencies 
shall also ensure that each 
institution is reviewed 
according to the following 
schedule. 

(1) Independent centers, 
sponsoring organizations of 
centers and sponsoring 
organizations of day care 
homes with 1 to 200 homes 
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shall be reviewed at least 
once every four years. 
Reviews of sponsoring 
organizations shall include 
reviews of 1 5 percent of 
their child care, adult 
daycare and outside* 
school-hours care centers 
and 1 0 percent of their day 
care homes. 

(2) Sponsoring 
organizations with more 
than 200 homes shall be 
reviewed at least once 
every two years. Reviews 
of such sponsoring 
organization shall include 
reviews of 5 percent of the 
first 1 ,000 homes and 2.5 
percent of all homes in 
excess of 1 ,000. 

(3) Reviews shall be 
conducted for newly 
participating sponsoring 
organizations with five or 
more child care facilities or 
adult day care facilities 
within the first 90 days of 
program operations. 

(m) Program 
irregularities. 

Each State agency shall 
promptly investigate 
complaints received or 
irregularities noted in 
connection with the 



operation of the Program, 
and shall take appropriate 
action to correct any 
irregularities. State 
agencies shall maintain on 
file evidence of such 
investigations and actions. 
FNS and OIG may make 
investigations at the 
request of the State 
agency, or whenever FNS 
or OIG determines that 
investigations are 
appropriate. 

(n) Child care standards 
compliance. 

The State agency shall, 
when conducting 
administrative reviews of 
child care centers, 
outside-school-hours care 
centers, and day care 
homes approved by the 
State agency under 
paragraph (d)(3) of this 
section, determine 
compliance with the child 
care standards used to 
establish eligibility, and the 
institution shall ensure that 
all violations are corrected 
and the State shall ensure 
that the institution has 
corrected all violations. If 
violations are not 
corrected within 60 



calendar days of written 
notification to the 
institution, the State 
agency shall terminate the 
Program participation of 
the violating institution or 
facility. However, if the 
health orsafety of the 
children is imminently 
threatened, the State 
agency may immediately 
terminate participation of 
the institution or facility. If, 
during an administrative 
review of a child care 
center, outside-school- 
hours care center, or day 
care home not approved 
by the State agency under 
paragraph (d)(3) of this 
section, the State agency 
observes violations of 
applicable health, safety, 
or staff-child ratio 
standards, or attendance 
in excess of licensed 
capacity, the State agency 
shall promptly refer such 
violations to the 
appropriate authority. The 
State agency may deny 
reimbursement for meals 
served to attending 
children in excess of 
authorized capacity. 
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§226.8 Audits. 

(a) Unless otherwise 
exempt, audits at the State 
and institution levels shall 
be conducted in 
accordance with the Office 
of Management and 
Budget’s Circulars 1 -1 28 
and A-110 and the 
Department’s Uniform 
Federal Assistance 
Regulations (7CFR Part 
3015). Title XIX and Title 
XX proprietary institutions 
not subject to 
organization-wide audits 
shall be audited by the 
State agency at least once 
every two years. 

(b) The funds provided 
to the State agency under 
§226.4(h) may be made 
available to institutions to 
fund a portion of 
organization-wide audits, 
provided that the 
organization-wide audit 
includes tests of the 
CACFP in accordance 
with Section 10.558 of the 
Compliance Supplement 
to 0MB Circular A- 128. 
The funds provided to an 
institution for an 
organization-wide audit 
shall not exceed the 
portion of the audit’s cost 
equal to the CACFP’s 
portion of the total Federal 
grant. 

(c) Funds provided 
under §226.4(h) may be 



used by the State agency 
to conduct program- 
specific audits of 
institutions not subject to 
organization-wide audits, 
or for which the State 
agency considers program 
specific audits to be 
needed. The State 
agency may use any 
funds remaining after all 
required program-specific 
audits have been 
performed to conduct 
administrative reviews of 
institutions. 

(d) Funds provided 
under §226.4(h) may only 
be obligated during the 
fiscal year for which those 
funds are allocated. If 
funds provided under 
§226.4(h) are not sufficient 
to meet the requirements 
of this section, the State 
agency may then use 
available State 
administrative expense 
funds to conduct audits, 
provided that the State 
agency is arranging for the 
audits and has not passed 
the responsibility down to 
the institution. 

(e) In conducting 
management evaluations 
or audits for any fiscal 
year, FNS or OIG may 
disregard any 
overpayment which does 
not exceed $100. In 



conducting State agency 
sponsored audits in State 
administered programs, 
the State agency may 
disregard any 
overpayment which does 
not exceed the amount 
established by State law, 
regulations or procedures 
as a minimum for which 
claims will be made for 
State losses generally. No 
overpayment shall be 
disregarded, however, 
where there are unpaid 
claims of the same fiscal 
year from which the 
overpayment can be 
deducted, or where there 
is evidence of violation of 
criminal law or dvil fraud 
statutes. 

(f) While OIG shall rely 
to the fullest extent 
feasible upon State 
sponsored audits, OIG 
may, whenever it 
considers necessary: 

(1 ) Make audits on a 
statewide basis; 

(2) Perform on-site test 
audits; 

(3) Review audit 
reports and related 
working papers of audits 
performed by or for State 
agencies. 

(g) State agencies are 
not required to provide a 
hearing to an institution for 
State actions taken on the 
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basis of a Federal audit 
determination. If a State 
agency does not provide a 



hearing in such situations, 
FNS will provide a 
hearing, upon request, in 



accordance with 
procedures set forth in 
§226.6(1) of this part. 



§226.23(h) Verification of eligibiiity. 



State agencies shall 
conduct verification of 
eligibility for free and 
reduced price meals on an 
annual basis, in 
accordance with the 
verification procedures 
outlined in paragraphs 
(h)(1) and (2) of this 
section. Verification may 
be conducted in 
accordance with Pregram 
assistance requirements 
of §226.6(1); however, the 
performance of verification 
for individual institutions 
shall occur no less 
frequently than once every 
four years. Any State 
may, with the written 
approval of FNSRO, use 
alternative approaches in 
the conduct of verification, 
provided that the results 
achieved meet the 
requirements of this part. 

If the verification process 
discloses deficiencies with 
the determination of 
eligibility and/or application 
procedures which exceed 
maximum levels 
established by FNS, State 
agencies shall conduct 
follow-up reviews for the 



purpose of determining 
that corrective action has 
been taken by the 
institution. These reviews 
shall be conducted within 
one year of the date the 
verification process was 
completed. The 
verification effort shall be 
applied without regard to 
race, color, national origin, 
sex, age, or handicap. 

State agencies shall 
maintain on file for review 
a description of the annual 
verification to be 
accomplished in order to 
demonstrate compliance 
with paragraphs (h)(1) and 
(2) of this section. 

(hXI) Verification 
proc^ures for 
nonpricing programs. 
State agency verification 
procedures for nonpricing 
programs shall consist of a 
review of all approved free 
and reduced price 
applications on file to 
ensure that: 

(i) The application has 
been correctly and 
completely executed by 
the household: 

(ii) the institution has 
correctly determined and 



classified the eligibility of 
enrolled participants for 
free or reduced price 
meals based on the 
information included on 
the application submitted 
by the household: 

(iii) the institution has 
accurately reported to the 
State agency the number 
of enrolled participants 
meeting the criteria for free 
or reduced price meal 
eligibility and the number 
of enrolled participants 
that do not meet the 
eligibility criteria for those 
meals; 

(iv) in addition, the 
State agency may conduct 
further verification of the 
information provided by 
the household on the 
approved application for 
program me^ eligibility. If 
this effort is undertaken, 
the State agency shall 
conduct this further 
verification for nonpricing 
programs in accordance 
with the procedures 
described in paragraph 
(h)(2) of this section. 

(hX2) Verification 
procedures for pricing 
programs. 
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(i) For pricing 
programs, in addition to 
the verification procedures 
described in paragraph 
(h)(1 ) of this section, State 
agencies shall also 
conduct verification of the 
income information 
provided on the approved 
application for free and 
reduced price meals and, 
at State agency discretion, 
verification may also 
include confirmation of 
other information required 
on the application. 

However, (A) if a food 
Stamp or AFDC case 
number is provided for a 
child, verification for such 
child shall include only 
confirmation that the child 
is included in a currently 
certified food stamp 
household or AFDC 
assistance unit; ... 

(ii) State agencies shall 
perform verification on a 
random sample of no less 
than 3 percent of the 
approved free and 
reduced price applications 
in an institution which is a 
pricing program. 

(iii) Households shall 
be informed in writing that 
they have been selected 
for verification and they 
are required to submit the 
requested verification 
information to confirm their 
eligibility for free or 



reduced price benefits by 
such date as determined 
by the State agency. 

Those households shall 
be informed of the type or 
types of information and/or 
documents acceptable to 
the State agency and the 
name and phone number 
of an official who can 
answer questions and 
assist the household in the 
verification effort. 
Households of enrolled 
children selected for 
verification shall also be 
informed that if they are 
currently certified to 
participate in the Food 
Stamp or AFDC Program, 
they may submit proof of 
that certification in lieu of 
income information. In 
those cases, such proof 
shall consist of a current 
“Notice of Eligibility” for 
Food Stamp or AFDC 
Program benefits or 
equivalent official 
documentation issued by 
a food stamp or welfare 
office which shows that 
the children are members 
of households or 
assistance units currently 
certified to participate in 
the Food Stamp or AFDC 
Programs. An 
identification card for 
either program is not 
acceptable as verification 
unless it contains an 



expiration date. ... All 
households selected for 
verification shall be 
advised that failure to 
cooperate with verification 
efforts will result in a 
termination of benefits. 

(iv) Sources of 
information for verification 
may include written 
evidence, collateral 
contacts, and/or systems 
of records. 

(A) Written evidence 
shall ^ used as the 
primary source of 
information for verification. 
Written evidence includes 
written confirmation of a 
household’s 
circumstance, such as 
wage stubs, award letters, 
letters from employers, 
and, for enrolled children, 
current certification to 
participate in the Food 
Stamp or AFDC 
Programs, or, for adult 
participants, current 
certification to participate 
in the Food Stamp, SSI or 
Medicaid Programs. 
Whenever written 
evidence is insufficient to 
confirm eligibility, the State 
agency may use collateral 
contacts. 

(B) Collateral contact is 
a verbal confirmation of a 
household’s 
circumstances by a 
person outside of the 
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household. The collateral 
contact may be made in 
person or by phone and 
shall be authorized by the 
household. The verifying 
official may select a 
collateral contact if the 
household fails to 
designate one or 
designates one which is 
unacceptable to the 
verifying official. If the 
verifying official designates 
a collateral contact, the 
contact shall not be made 
without providing written or 
oral notice to the 
household. At the time of 
this notice, the household 
shall be informed that it 
may consent to the 
contact or provide 
acceptable verification in 
another form. The 
household shall be 
informed that its eligibility 
for free or reduced price 
meals shall be terminated 
if it refuses to choose one 
of these options. 
Termination shall be made 
in accordance with 
paragraph {h)(2){vii) of this 
section. Collateral 
contacts could include 
employers, social service 
agencies, and migrant 
agencies. 

(C) Systems of records 
to which the State agency 
may have routine access 
are not considered 



collateral contacts. 
Information concerning 
income, family size, or 
food stamp/AFDC 
certification for enrolled 
children, or food stamp/ 
SSI/Medicaid certification 
for enrolled adults, which 
is maintained by other 
government agencies and 
to which a State agency 
can legally gain access 
may be used to confirm a 
household’s eligibility for 
CACFP meal benefits. 

One possible source could 
be wage and benefit 
information maintained by 
the State unemployment 
agency, if that information 
is available. The use of 
any information derived 
from other agencies must 
be used with applicable 
safeguards concerning 
disclosure. 

(v) Verification by State 
agencies of receipt of food 
stamps, AFDC, SSI or 
benefits shall be limited to 
a review to determine that 
the period of eligibility is 
current, if the benefit 
period is found to have 
expired, or if the 
household’s certification 
has been terminated, the 
household shall be 
required to document their 
income eligibility. 

(vi) The State agency 
may work with the 



institution to verify the 
documentation submitted 
by the household on the 
application; however, the 
responsibility to complete 
the verification process 
may not be delegated to 
the institution. 

(vii) If a household 
refuses to cooperate with 
efforts to verify, or the 
verification of income 
indicates that the 
household is ineligible to 
receive benefits or is 
eligible to receive reduced 
benefits, the State agency 
shaii require the pricing 
program institution to 
terminate or adjust 
eligibility in accordance 
with the following 
procedures. Institution 
officials shall immediately 
notify families of the denial 
of benefits in accordance 
with paragraphs (e)(4) and 
(e)(5) of this section. 
A^ance notification sh.?ll 
be provided to families 
which receive a reduction 
or termination of benefits 
1 0 calendar days prior to 
the actual reduction or 
termination. The 10-day 
period shall begin the day 
the notice is transmitted to 
the family. The notice 
shall advise the household 
of; (A) the change; (B) the 
reasons for the change; 
(C) notification of the right 
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to appeal the action and 
the date by which the 
appeal must be requested 
in order to avoid a 
reduction or termination of 
benefits: (D) instructions 
on howto appeal; and (E) 
the right to reapply at any 
time during the year. The 
reasons for ineligibility 
shall be properly 
documented and retained 
on file at the institution. 

(viii) When a 

household disagrees with 
an adverse action which 
affects its benefits and 
requests a fair hearing, 
benefits shall be continued 
as follows while the 
household awaits the 
hearing: 

(A) Households which 
have been approved for 
benefits and which are 
subject to a reduction or 
termination of benefits 
later in the same year 
shall receive continued 
benefits if they appeal the 
adverse action within the 
10-day advance notice 
period; and 



(B) Households which 
are denied benefits upon 
application shall not 
receive benefits. 

(3) State agencies 
shall inform institution 
officials of the results of 
the verification effort and 
the action which will be 
taken in response to the 
verification findings. This 
notification shall be made 
in accordance with the 
procedures outlined in 
§226.1 4(a). 

(4) If the verification 
results disclose that an 
institution has inaccurately 
classified or reported the 
number of participants 
eligible for free, reduced 
price or paid meals, the 
State agency shall adjust 
institution rates of 
reimbursement retroactive 
to the month in which the 
incorrect eligibility figures 
were reported by the 
institution to the State 
agency. 



(5) If the verification 
results disclose that a 
household has not 
reported accurate 
documentation on the 
application which would 
support continued 
eligibility for free or 
reduced price meals, the 
State agency shall 
immediately adjust 
institution rates of 
reimbursement. However, 
this rate adjustment shall 
not become effective until 
the affected households 
have been notified in 
accordance with the 
procedures of paragraph 
(h)(2)(vi) of this section 
and any ensuing appeals 
have been heard as 
specified in paragraph 
(h)(2)(viii) of this section. 
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Chapter 11 Section B ~ 

Ohio Department of Education Policies and Guidance 
Child and Adult Care Food Program 
Visits, reviews, and audits 

When an agency signs an agreement to sponsor the Child and Adult Care Food 
Program it is assuming full financial and administrative responsibility for the 
management of the program in the local community. Since sponsors act iri the place of 
the state agency in the local community, it is the state agency’s responsibility to assure 
sponsor compliance with federal requirements and ODE policies for the CACFP. ODE 
regularly visits and reviews sponsors to assure compliance with program requirements 
and policies, to help sponsors build on strengths, and to make necessary program 
improvements. 

Federal regulations establish the frequency and type of review required by state 
agencies. In addition, federal regulations detail state agency responsibility when 
sponsor deficiencies are identified. Sponsors are to be given every reasonable 
opportunity to correct any deficiencies with termination of program participation 
occurring only when correction appears unlikely or false information has intentionally 
been given to the state agency. 

Occasionally sponsors will be reviewed or visited by FNSRO or other federal 
investigators. Federal regulations do not establish a schedule for these visits or 
reviews. 

This section of the manual describes the types of visits, reviews, and audits a sponsor 
should expect, procedures that will be followed, the information needed, and what 
sponsor responsibilities are for correcting any findings. Information about agency 
appeai of ODE findings during a review can be found in chapter 3 of this manual. 



Types of visits 

Sponsors can expect three basic 
types of visits from the state agency: a 
preapproval visit, a 45-day visit, and a 
technical assistance visit. Visits are 
not bound by the formal requirements 
of a state agency review. 



Occasionally a visit may inciude the 
specific steps required in an 
administrative review (see item 2). 

The purpose of the visit, however is to 
examine sponsor management 
procedures and determine where help 
is needed. Financial penalty for errors 
is generally not made during a visit. 
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a. Preapproval visits 

This is the on-site evaiuation of an 
appiicant prior to final approval as 
a sponsor. At the preapproval 
visit ODE will determine whether 
the facilities, staff, and plan are 
sufficient for successful 
administration of federal 
requirements and state policies. 

b. 90 -day visit 

This is an on-site evaluation of the 
management activities of a now 
sponsor. It occurs within 90 days 
after the application is approved, 
or after 5 homes are active and 
claiming. 

c. Technical assistance visit 
This is a meeting between ODE 
and the sponsor to explain 
program requirements or offer 
suggestions to Improve 
procedures, recordkeeping, or 
forms. If a partial review is done, 
it is to support the technical 
assistance. 

2. Types of reviews 

Federal regulations require ODE to 
conduct several different types of 
reviews to evaluate the sponsor’s 
management and determine whether 
the agency is in compliance with 
program regulations and policies. 

The following types of reviews are 
required in the CACFP: 
a. Administrative review 

A review of all program operations 
and information needed to support 
a sponsor's claim for 
reimbursement. This review may 



be unannounced. Administrative 
review findings, requiring sponsor 
repayment of overclaims or 
misclaims, are limitod to the month 
being reviewed. 

Verification review 

A review of all program operations 
and information needed to support 
a sponsor’s claim for 
reimbursement. The verification 
review must be announced in 
advance. Sponsors usually have 
input in deciding the dates for the 
review. Verification review findings 
requiring sponsor repayment of 
overclaims or misclaims include the 
month being reviewed and all 
months in error back to the 
beginning of the fiscal year. 

Findings cannot cross fiscal years. 

At minimum, a verification review 
must be completed once every four j 
years. 

Follow-up review 

Follow-up reviews occur at the 
discretion of ODE. They are used 
to determine If errors found in 
previous reviews have been 
corrected. Any action or Inaction on 
the part of the sponsor that calls 
into question the accuracy of the 
claim is cause for follow-up review. 
Follow-up reviews will occur at the 
site of the previous review. In 
addition, 

• follow-up within 12 months after a 
verification review is required 
when a sponsor, with 500 or more 
Income Eligibility Applications, 
has an error rate of 1 0%. 
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* follow-up after a verification 
review of a sponsor with less 
than 500 Income Eligibility 
Applications may involve an on- 
site visit or another method to 
determine claim accuracy. ODE 
will consider the cost 
effectiveness of an on-site visit 
as well as the sponsor’s past 
history of correcting findings. An 
example of an alternate method 
of determining claim accuracy 
might be requiring the sponsor 
to send copies of all lEA's to 
determine that errors have been 
corrected. 

d. Civil rights compliance review 

A civil rights compliance review is 
an evaluation of procedures and 
activities required of the sponsor 
to meet CACFP civil rights 
requirements to ensure all eligible 
persons have equal access to the 
program. This review may be 
completed as part of an 
administrative or verification 
review. A civil rights compliance 
review must be completed at least 
once every five years. Please see 
the chapter titled Civil Rights 
Compliance in the CACFP tor 
more specific information about 
compliance with civil rights 
regulations. 

3. Review frequency 

Family day care home sponsors are 
reviewed by the state agency usually 
once every two to three years. 
Federal regulations require ODE to 
review sponsors with more than 200 



family day care providers every two 
years and sponsors with 1 - 200 
homes at least once every four years. 
In addition, reviews occur more often 
for an agency that has frequent turn- 
over of staff or one that is having 
difficulty and needs technical 
assistance. 

4. What to expect during an ODE 
review 

One month of program operations 
and information needed to support a 
sponsor’s claim for reimbursement 
will be thoroughly reviewed. 

a. Determining the review month 

The review month is usually the 
month most recently claimed. 

b. Initial contact with the sponsor 

Unless the review is 
unannounced, the ODE family day 
care specialist will contact the 
sponsor to coordinate dates for 
the review and discuss any 
questions the sponsor may have. 

c. FollowHip confirnnation letter 
from ODE 

At least two weeks before the 
review, a letter will be sent to the 
sponsor confirming the date(s) the 
review will occur, the type of 
review, the claim month to be 
reviewed, and the approximate 
number of homes that will receive 
unannounced home visits. The 
letter will also summarize the 
records that must be available. 
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d. Selecting providers to visit 

Prior to the review, the ODE family 
day care specialist will select a list 
of providers to visit and may ask 
the sponsor to choose a sample 
from that list. If 20 homes are to 
be visited, the list will include 30- 
40 providers. 

e. Number of home visits required 
at a review 

By federal regulations the number 
of home visits required during 
administrative and verification 
reviews is determined by the 
number of providers who claimed 
reimbursement during the month 
being reviewed. 

• when 1 - 200 providers claim 
meals during the review month, 

1 0% of all providers must be 
visited. 

• when 201 - 1,000 providers 
claim meals during the review 
month, 5% of all providers must 
be visited. 

• when more than 1 ,000 providers 
claim meals, 5% of the first 

1 ,000 providers must be visited 
and 2.5% of all providers over 
1 ,000 must be visited. 



Scheduling home visits 

After homes have been chosen, 
the sponsor is usually asked to 
develop a visit schedule. The visit 
schedule should be based on 
currently approved meal times and 
proximity of the providers to each 
other. 



g. On-Site home visits 

Ail home visits during a review 
are to be unannounced. 

The purpose of the visit is to 
ascertain the provider’s 
understanding of and compliance 
with program requirements. 

. the ODE family day care 
specialist will visit the providers 
selected, with an agency 
representative, usually the 
provider’s regular home visitor. 

• the home visitor should conduct 
the visit as s/he normally would 
and should complete the 
required home visit report. 

• while in the home, the ODE 
specialist will review and record 
the names, ages, and number of 
children in care, the menus and 
attendance records, and the 
general health and safety 
standards of the home. The 
specialist will talk with the 
children and the provider and, 
when possible, observe a meal 
service. 

• federal regulations require the 
specialist to report any violations 
of group size or other approval 
or licensing standards to the 
department of human services. 

h. On-site review of office records 

• all records to support the claim 
for reimbursement for the review 
month will be evaluated. 
Program management records 
related to training, supervision, 
technical assistance, home 
visits, and meal claims will be 
checked. 
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• the office visit may precede or 
follow the home visits depending 
on convenience. 

i. Review of menu and attendance 
records 

The family day care specialist will 
evaluate the review month menus 
and attendance records for a 
sample of providers to assess 
accuracy and completeness in 
processing. If providers were paid 
for meals that did not meet 
program guidelines, the sponsor 
will be asked to make 
administrative and management 
changes to better train staff in 
program requirements and in the 
mechanics of processing the 
claims. The value of incorrectly 
paid meals may be reclaimed from 
the sponsor. 

j. Review of enrollment forms 

Enrollment forms will be reviewed 
to determine if the children 
observed in attendance during 
state agency visits were eligible for 
meal benefits. Meals paid 
incorrectly will be reclaimed from 
the sponsor. 

k. Review of Income Eligibility 
Applications 

The family day care specialist will 
review the Income Eligibility 
Applications for all residential 
children The accuracy of this 
information is of utmost 
importance. Sponsors will be 
required to repay overclaims 
resulting from missing, expired. 



incomplete, or Incorrectly 
categorized lEA’s. Repayment for 
these errors is solely the 
responsibility of the sponsor. 
Providers cannot be asked to 
make this repayment as missing, 
expired, incomplete, or incorrectly 
categorized lEA’s are considered 
the sponsor’s administrative 
responsibility. 

• for a verification review, 
repayment of overclaims for lEA 
errors will be required for all 
months from the month of the 
reviev; to the month where the 
error{s) began. Penalties cannot 
extend into the previous fiscal 
year. 

• for an administrative review, 
repayment of overclaims for lEA 
errors will be required for only 
the month of the review. 

l. Review of clerical and other 
reporting requirements 

The family day care specialist will 
check for cleric£d or other reporting 
errors. When errors of this kind 
are found in the review month, the 
previous month is checked for the 
same problem. If it is repeated, 
additional months may be checked 
and corrections made. This 
process cannot cross fiscal years. 

m. Review of check disbursement 

The family day care specialist will 
review documentation of check 
disbursement to providers to 
assure checks are mailed within 
five working days after funds are 
received from ODE. 
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n. Review of training 
documentation 

Documentation of provider training 
wiil be reviewed to determine if aii 
providers have attended CACFP 
required training within the past 1 2 
months. 

0. Review of fiscai records 

Ail program fiscal records which 
support the claim for 
administrative funds will be 
validated for the review month. 

p. The state agency exit report 

Within a few weeks after the 
review, ODE will prepare a final 
report detailing program strengths 
and any fiscal or programmatic 
findings that the sponsor will need 
to address. An exit interview will 
be arranged with the administrator 
and any other pertinent staff to 
discuss the review, highlighting 
program strengths and any 
findings to be corrected. 

q. Sponsor response to the exit 
report 

Within 30 days after receiving the 
exit report, the sponsor must 
document corrections in writing to 
the state agency. Payment of 
claims may be withheld if the 
response is overdue. The local 
CACFP administrator is 
responsible for collecting and 
sending required information to 
ODE. If the sponsor has district 




offices, staff should send pertinent 
information to the administrator of 
the program and not directly to the 
state agency. 

r. Follow-up visit to the sponsor 

A follow-up visit may be scheduled 
with the sponsor when a review 
shows areas of management that 
need additional supervision or 
require another visit to confirm that 
corrections are made. Sponsors 
will be allowed a reasonable 
amount of time between the 
review and follow-up visit to make 
the necessary changes. 

Types of audits 

a. Audits contracted by ODE 

Audits are typically performed 
every two years by an outside 
audit firm under contract with the 
Ohio Department of Education, 
Child and Adult Care Food 
Program. 

b. Audits contracted by the 
sponsor 

A sponsor may use an agency- 
wide audit in place of the ODE 
provided audit if 

• the sponsor has the approval of 
the state agency to conduct its 
own agency-wide audit in place 
of the ODE contracted audit 

• the audit meets the same 
objectives as the state agency 
contracted audit 

• the agency auditor conducts a 
specific review of CACFP fiscal 
and management functions 
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6. What to expect during an ODE 
audit 

Audits are conducted in accordance 
with U.S. General Accounting Office 
(GAO) “Government Auditing 
Standards for Audit of Governmental 
Programs, Activities and Functions”, 
and the U.S. Office of Management 
and Budget (0MB) “Uniform 
Administrative Requirements for 
Grants-in-aid to State and Local 
Government”. The audit covers 
financial and compliance elements of 
the GAO standards for a three month 
period, including internal and 
management controls, methods of 
reimbursement, food service to 
children, funds received, operating 
costs, and evaluation of the 
sponsor’s compliance with applicable 
grant provisions. 

a. Initial letter to the sponsor from 
the audit company 

The audit company will issue an 
introductory letter to each sponsor 
immediately after being awarded 
the contract to conduct the audit. 
The letter will inform the sponsor 
that they will be contacted again 
two weeks prior to the actual 



audit. 



b. On-site visit 

The audit company will make an 
on-site visit to the sponsor to 
evaluate the accounting system 
and internal controls according to 
generally accepted accounting 
procedures. 






• paperwork from a random 
sample of providers will be 
evaluated. 

• administrative costs, receipts 
and disbursement of U.S. 
Department of Agriculture funds 
will be examined and verified. 

c. Exit conference 

After completing the on-site 
review, the auditor will hold an exit 
conference with sponsor 
management officials to discuss 
the results of the audit. 

d. Management letter 

The audit company may issue a 
management letter to the sponsor 
identifying instances of 
noncompliance and internal 
control weaknesses in program 
management. Specific costs 
owed are not included in this 
letter. The sponsor must send 
any management letter received 
to the state agency within 30 days 
after receipt. 

e. Report of findings 

The audit company will submit a 
report of findings and 
recommended corrective action to 
the state agency. 

f. Resolving audit findings 

After reviewing and verifying the 
audit report, the CACFP Assistant 
Director will contact the sponsor 
by letter about resolution of audit 
findings. 



o 
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7 . Serious deficiencies 

A sponsor is seriously deficient when 
findings identified at a review or audit 
are not corrected in a reasonable 
period of time. Termination from the 
program may follow if the sponsor 
does not correct documented 
problems. Examples of serious 
deficiencies that may result in 
sponsor termination include; 
submitting false information to the 
state agency, failure to maintain 
adequate records, claiming program 
payments for meals not served to 
participants, claiming program 
payments for meals that did not meet 
program requirements, failure to send 
payment to homes within the required 
five working days of receipt of the 
funds from ODE, failure to return 
unused start-up payments, and 
failure to return advance 
administrative payments in excess of 
actual costs. 

8. Recordkeeping requirements 

All records related to program 
management and claims for 
administrative and provider meal 
costs must be kept on file for three 
past years as well as the current 
program year. These records must 
be available for visits, reviews, and 
audits. A sponsor who leaves the 
program voluntarily or who is 
terminated by the state agency is still 
obligated to maintain records for this 
period. 

a. Administrative records that 

must be maintained inciude 

(1 ) approved program agreement 



(2) approved program application 
with budget and management 
plan 

(3) claims for reimbursement with 
attached summary of provider 
payments 

(4) copies of state agency 
payment warrants 

(4) record of bank deposits of 
USDA funds 

(5) invoices, receipts, etc. for 
administrative costs 

(6) check register and cancelled 
checks to providers for meal 
payments 

(7) contracts, as applicable, 
including rent/lease 
agreements 

(8) forms recording home visits to 
providers 

(9) record of findings, corrective 
action, or technical assistance 
given to providers (general 
help with menu planning may 
be included with provider 
records) 

(1 0) record of CACFP and 
nutrition related training for 
providers including dates, 
location, topics, and 
participants 

(1 1 ) record of staff training in 
CACFP requirements 

(1 2) location of records for past 
three program years. 

b. Provider records that must be 
maintained include 

(1 ) agreement/application (form 
009/009A) signed by ODE, 
the sponsor and the provider 
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(2) for alternately approved 
homes - fire and health 
inspections and CACFP 
standards 

(3) forcertified and licensed 
homes - record of approval 
from approving agency 

(4) income eligibility applications 
for providers claiming meals 
of residential children 

(5) child enrollment forms for 
children receiving meal 
benefits 



(6) documentation of migrant 
status or disability for children 
beyond 12 years of age 

(7) documentation of reason for 
meals eaten in the provider’s 
home by schoolage children 
during regular school hours 
(illness, school closings, no 
school lunch program...) 

(8) monthly menus records from 
providers 

(9) record of help given to 
providers to correct errors in 
menu planning or 
recordkeeping 
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